


The purpose of this form is to submit a Support Request to the DPS NCVIP Team for assistance, troubleshooting, and resolution of general issues related to: removing a NCVIP PMS task (removing a PIP, DCS, or IDP); re-opening a step or extending a due date or any other general troubleshooting. Please be as descriptive as possible in your description and include screenshots if applicable/possible. Feel free to copy the format and use an Excel spreadsheet for batch requests. Please submit this form to DPS_NCVIPHELP@ncdps.gov. 
For General Question or Trouble Shooting Technical Issue: Click Here
To Remove a PIP, IDP or DCS: Click Here 
-------------------------------------------------------------------------------------------------------------------------------------------------------------------------
Re-Open Step or Extend Due Date
	Type of Request:
	☐  Reopen Step     ☐  Extend Due Date 

	Agency Name:
	Click here to enter text.
	Division/Section:
	Click here to enter text.
	Submitted By (Name):
	Click here to enter text.
	Date of Request:
	Click here to enter text.
	Employee Affected:
	Name: Click here to enter text.
Beacon ID#:Click here to enter text.

	Employee Manager:
	Name: Click here to enter text.
Beacon ID#:Click here to enter text.

	Task Title or Name
	☐  Performance Plan   ☐  Interim Review    ☐ APE    ☐ Other:Click here to enter text.

	Check the Step name and number to Reopen or Extend.

	☐ Employee Step # Click here to enter text. 
☐ Manager Step # Click here to enter text.
☐ In-Direct Manager Step# Click here to enter text.
Include the number for the step requested above

	
	Please provide a detailed description for the request including: 

	Reason for Reopen:
	1) What is the exact reason for the request? Click here to enter text.
2) What needs to be added or corrected? Click here to enter text.
3) What exact content will be added or changed? Click here to enter text.
4) How did the oversight occur?   Click here to enter text.

	Questions related to disciplinary Action
	Does the record requested to be reopened have any disciplinary actions?                                         ☐Yes ☐No   If yes, answer the questions below.

	
	1) What level is the disciplinary?Click here to enter text.
2) What specific goal(s) or value(s) were overrated? Click here to enter text.
3) What rating was originally assigned? Click here to enter text.
4) What rating should be assigned?  Click here to enter text.
5) Did the indirect review the document?  Click here to enter text.
6) Was disciplinary action attached to the goal and/or value?Click here to enter text.   


[bookmark: GeneralQuestion]General Question or Troubleshooting Technical Issue
	Type of Request:
	☐  Policy/Procedure Application       ☐  Troubleshoot Technical Issue 

	Agency Name:
	Click here to enter text.
	Division/Section:
	Click here to enter text.
	Submitted By (Name):
	Click here to enter text.
	Date of Request:
	Click here to enter text.
	Employee Affected:
	Name: Click here to enter text.
Beacon ID#:Click here to enter text.

	Employee Manager:
	Name: Click here to enter text.
Beacon ID#:Click here to enter text.

	Task Title or Name
	☐ APE ☐ Performance Plan    ☐ Other:Click here to enter text.

	
	Please provide a detailed description of the issue below? (what, when, why and how)  

	Problem or Request
	Click here to enter text.
	
	Please provide any additional information below that may help to answer or troubleshoot the issue?  

	Additional Information 
	Click here to enter text.


[bookmark: RemovePIP]Request to Remove:
	Type of Request:
	☐   Performance Improvement Plan (PIP)
☐   Documented Coaching Session (DCS) 
☐   Individual Development Plan (IDP)

	Agency Name:
	Click here to enter text.
	Division/Section:
	Click here to enter text.
	Submitted By (Name):
	Click here to enter text.
	Date of Request:
	Click here to enter text.
	Employee Affected:
	Name: Click here to enter text.
Beacon ID#:Click here to enter text.

	Employee Manager:
	Name: Click here to enter text.
Beacon ID#:Click here to enter text.

	Task Title or Name
	☐ PIP    ☐ DCS    ☐ IDP

	
	Please provide a detailed description of the reason for removal? (what, when, and why)  

	Reason for Removal
	Click here to enter text.





