Purchase Order Change Notice (POCN)
Through the

Texas Comptroller of Public Accounts
Date:      
Ordering Entity:
      





 

Address:         
      


      


      
Point of Contact for this POCN: 



	Telephone No: 
	     
	Fax No.:
	     
	E-Mail:
	     


TO:
Vendor ID No.:
      

Vendor Name:
      

Address:       
      


          
      


           
      
Purchase Order No.:      
Reqn. No.:  
            
Order Date:
            
Class:

            
Change for:        FORMCHECKBOX 
 Open Market           FORMCHECKBOX 
 Automated Contract                                FORMCHECKBOX 
 Non-Automated Contract  
                                                             (Enter 11 Digit Commodity Code Per Item)           (Enter 5 Digit Class/Item)

	PO Item No.
	Complete Commodity Code(s) or 
Portion of PO to be changed i.e. Destination of Goods
	CHANGES

Changes should to be reflected in a “From:  and To:” format.

	   
   
   
   
   
   
   
   
   
   
   
   
   
   
   
   

	     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
	     
     
     
     
     
     
     
     
     
     
     
     
     
     
     
     


Reason For Change:       
     
Approval Signature on File with CPA or Agent of Record: ​​​​​​​​​​​​​​​​​​__________________________________________
Date:       





Refer to Section 2.49 of the CPA Procurement Manual for appropriate use of this form.  http://www.window.state.tx.us/procurement/pub/manual/procurement-manual
POCN form can be downloaded at http://www.window.state.tx.us/procurement/prog/coop/coopform   

PURCHASE ORDER CHANGE NOTICE INSTRUCTIONS

1. DATE: Enter date form is prepared

2. ORDERING ENTITY: Enter full name as reflected on purchase order.
3. ADDRESS: Address of ordering entity as reflected on purchase order.

4. POINT OF CONTACT FOR THIS POCN:  Enter name of individual as required for clarification of changes requested to include the following:  TELEPHONE NO:      FAX NO:     E-MAIL:
5. VENDOR ID NO.: Enter VID# indicated on purchase order

6. VENDOR NAME: Enter name of vendor as reflected on purchase order

7. ADDRESS: Enter address of vendor as reflected on purchase order

8. PURCHASE ORDER NO.:  Enter the purchase order number reflected on the purchase order 

9. REQN. NO.:   Enter the ordering entity’s requisition number reflected on the purchase order. 

10. ORDER DATE:  Enter the “Order Date” reflected on the purchase order. 

11. CLASS: Enter the first three (3) digits of commodity code(s) on the purchase order.
12. CHANGE FOR: Check as appropriate for purchase order type: Open Market; Automated or Non-Automated Contract. Refer to Section 2.49 of the CPA Procurement Manual for appropriate use of this form.  http://www.window.state.tx.us/procurement/pub/manual/procurement-manual
13. PO ITEM NO.: Enter the sequential number of the item(s) as reflected on order.

14. COMMODITY CODE(S): Enter the complete 11-digit commodity number (Automated Contract) or five (5) digit class/item number for Open Market and Non-Automated as pertains to the specific line item affected by the required change. If a portion other than the line items of the order is being changed, such as destination address, enter “Destination Address”, etc.  
15. CHANGES: Describe change. Examples: “Increase quantity from 12 ea. to 15 ea.  Increase extension from $100.00 to $120.00” or “delete/cancel this item”.

16. REASON: Enter reason for change such as “Overshipment” or “Requirements of agency have changed”
17. APPROVAL SIGNATURE ON FILE WITH CPA OR AGENT OF RECORD:  Signature may be verified against Agency Procurement Plan on file with CPA or through the Cooperative Procurement Program.
18. DATE:  Enter date of signature
19. MAIL ORIGINAL TO VENDOR WITH A COPY TO CPA.  
CONTACT CPA IF YOU NEED ASSISTANCE IN USING OR COMPLETING THE PURCHASE ORDER CHANGE NOTICE. 
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