
Moving Your Toll-Free Service to CBTS 
 

 
The MCSA-0003 contract with CBTS affords subscribers of NGTS the ability to realize 
saving on their toll-free services and to obtain a web portal for managing this number 
and where it points to.  To accomplish this, the below process outlines the necessary 
steps: 
 
  

1) A ServiceNow ticket submitted by customer requesting to port existing toll-free 
numbers with the following information included: 
 

a.  Attach a copy of your existing bill showing customer name and address 
and toll-free number(s) involved in this port.  Missing information will result 
in potential delays or rejections 

 
2) CBTS will send the customer a Letter Of Authorization (LOA) to sign (name must 

match what is on the bill) and then the customer will send it back to the CBTS 
Porting Team email address at:   
 
incidentsngts@cbts.com 

 
and send a cc: copy of this email to: 
 
nicholas.lupton@cbts.com 

 
3)  Typically the port date will be approximately 30 days from receipt of the signed 

LOA.  CBTS will work with the carrier to assign a port date and then CBTS will 
communicate with you to schedule the port.  A project manager from CBTS may 
be assigned depending on the number, volume and criticality of the numbers 
being ported 

 
4)  CBTS will work with customer to setup and provide access to a web portal to 

allow for customer redirection of the toll-free number.  This will ensure that an 
agency can redirect if necessary for business continuity or other business 
impacting needs 

 
5)  CBTS will work with the customer after the port to ensure proper functioning of 

the ported number, and will also ensure access to the web port is functional for 
the customer 
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