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Maintenance Request for Procurement Card Services  
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Card Holder's Name (Enter as shown on Procurement Card)

Date of Request

Change Reasons (Select appropriate reason below.)

Location Address Change

Transaction Limit Change

Credit Line Change

Name Change

Close Account

From

ZipCity

New Location Address

To

Enter reason for request to close account in the space provided.

From To

ToFrom

Enter reason for request to change transaction limit in the space provided.

Job Title

(Date)

Authorized to Approve Request (Division Director or designee)

Updated in NCASUpdated in Works

(Date)(Department Card Administrator's Signature)(Department Card Administrator's printed name)

For Department Card Administrator Use Only

State

From To

Last 4 of Card # Position #

Authorization

Fax Maintenance Request Form to: 
or 

Email Request Form to:

P & L Procurement Support Services  919-715-3731

Loc./Admin #

(Signature)(Printed /typed name)

Contact #

PLSupport@ncdps.gov

Note: 
NOT FOR 
EMPLOYEE TRANSFERS

ToFromTemporary Increase

Justification
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	Please print form in grayscale (black and white). Thank you.: 
	Cardholder: the permanent State employee who has been issued a Procurement Card and is therefore authorized to make purchases in accordance with the Procurement Card Policy, Requirements and Procedures document.: 
	DateofRequest: 
	FacilityDistrictChangeCheckBox: 0
	TransactionLimitChangeCheckBox: 0
	CreditLineChangeCheckBox: 0
	NameChangeCheckBox: 0
	CloseAccountCheckBox: 0
	Select the center/district of the cardholder. A "Center," for purposes of the Procurement Card Policy, Requirements and Procedures (R&P) is any location at which a Center Card Administrator is located. (i.e., Central Office, Youth Development Center, Detention Center, Court Districts, etc.): 
	ZipCodeofNewFacilityAddressddress: 
	Enter the city of the physical address of the facility.: 
	Enter the physical address of the facility.: 
	Select the center/district of the cardholder. A "Center," for purposes of the Procurement Card Policy, Requirements and Procedures (R&P) is any location at which a Center Card Administrator is located. (i.e., Central Office, Youth Development Center, Detention Center, Court Districts, etc.): 
	ReasontoCloseAccount: 
	NameChangeFrom: 
	NameChangeTo: 
	Enter dollars only; amount will format automatically. STANDARD TRANSACTION LIMIT: The single transaction maximum amount will not exceed $2,500 unless an emergency occurs. : 
	 Enter dollars only; amount will format automatically. STANDARD TRANSACTION LIMIT: The single transaction maximum amount will not exceed $2,500 unless an emergency occurs. : 
	TransactionLimitChangeReasonJustification: 
	JobTitleofAuthorizedtoRequestPCard: 
	DateSignedAuthorizedtoApproveRequestSignature: 
	DepartmentCardAdmin2Signature: 
	DepartmentCardAdmin2PrintedName: 
	DepartmentCardAdminSignatureDate: 
	DepartmentCardAdm1Signature: 
	DepartmentCardAdm1PrintedName: 
	State: NC
	Enter dollars only; amount will format automatically. STANDARD TRANSACTION LIMIT: The single transaction maximum amount will not exceed $2,500 unless an emergency occurs. . STANDARD TRANSACTION LIMIT: The single transaction maximum amount will not exceed $2,500 unless an emergency occurs. : 
	Enter the last six (6) digits of the Procurement Card account number.: 
	Enter the last five (5) digits of the position number.: 
	Enter the last six (6) digits of the Procurement Card account number.: 
	SignatureofPersonAuthorizedtoApproveRequest: 
	PrintedTypedNamePersonAuthorizedtoApproveRequest: 



