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NORTH CAROLINA DEPARTMENT OF PUBLIC SAFETY


Examples for Using the NCDPS 867 Purchase Order Change Form
March 8, 2016

Criteria when a Change Request Form (NCDPS-867) is required:
1. The facility requests an increase in the quantity or a decrease.
(Example:  PO has 1,000 ordered and the facility is only receiving 500)

Example 1:  It is not necessary to request the quantity be reduced on the NCDPS-867 if you ordered 1,000 and only received 500.  Simply indicate which line to close in Section II (Close Purchase Order to Invoicing in NCAS) OF THE NCDPS-867.

Example 1A:  If you need to increase the quantity (you ordered 10 but received 11) you will need to fill out Section I of the NCDPS-867 indicating which line is affected and change quantity from 10 to 11.  Also, in order for Purchasing to increase a quantity, the line must be open to receiving and invoicing in NCAS.

2. The facility wants to cancel the Purchase Order or cancel a line on a PO:
Example 2:  Simply mark the line in Section I of the NCDPS-867 that states cancel. 
Example 2A:  Simply mark cancel in Section I of the NCDPS-867 that states cancel and then the line number or numbers you want to cancel and then give a justification under Section III.

3. The facility finds it necessary to add/delete purchase order lines.
Example 3:  Check the “add line” box in Section I of the NCDPS-867 and specify the quantity, price and in the comments write the description of the item you are adding.

4. Changes to the Multi-Year Indicator.
Example 4:  If you are changing the multi-year indicator, check the Multi-Year box in Section I and then use the lines under justification in Section III to justify the change.

5. A Blanket Purchase Order was issued and the dollar amount should be increased. 
Example 5:  PO initially cut for $10,000, there is only 100.00 remaining on the Blanket PO and you have 4 months remaining before the PO expires.  A PO Change Form (NCDPS-867) should be submitted to increase the PO for an additional dollar amount to carry it through to the expiration period.	

Example 5A:  If you need to change the total dollar amount on a “PO” based purchased order, check the “dollar amount” in the Changes Section (Section I) of the NCDPS-867 and indicate the line # with the initial dollar amount and the dollar amount that you need to have it corrected to.

6. A price difference per line greater than $10.00.
Example 6:  If the total price difference per line is greater than $10.00, you will need to indicate the line number and change price from $5.00 to $10.00.  The line must be open to receiving and invoicing in NCAS before a price change can be processed.
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