PURCHASE ORDER (PO) CHANGE REQUEST


PURCHASE ORDER NUMBER: _______________________________

 

       TODAY’S DATE:__________________


SUPPLIER NAME: ________________________________________________

DEPARTMENT: _______________________________________ 

CHANGE REQUESTED BY: ______________________________________
   
PHONE:  ______________________________________________


AUTHORIZED SIGNATURE:  _____________________________________    

PRINT NAME: _________________________________________ 


CHANGES INVOLVING THE ENTIRE PO

 FORMCHECKBOX 
   CANCEL EVERY LINE ITEM ON THIS PO – NOTHING HAS BEEN RECEIVED OR PAID    FORMCHECKBOX 
 VENDOR MUST RECEIVE CANCELLATION

 FORMCHECKBOX 
   CLOSE PO & BUDGET CHECK TO LIQUIDATE. ALL EXPECTED INVOICES HAVE BEEN PAID AND POSTED
	
	CHANGE CHARTFIED STRING
	






 FORMCHECKBOX 
   ALL LINES OF PO






   LINES #

	CHARTFIELD INFORMATION

	Operating Unit
	Fund
	Expense

Account
	Department
	Product
	Initiative
	Project
	Project Activity ID

	 
	 
	 
	 
	 
	 
	 
	 

	Project Begin
& End Dates
	                        _
                          

	


CHANGE TO NEW CHARTFIELD STRING

	CHARTFIELD INFORMATION

	Operating Unit
	Fund
	Expense

Account
	Department
	Product
	Initiative
	Project
	Project Activity ID

	 
	 
	 
	 
	 
	 
	 
	 

	Project Begin
& End Dates
	                       _
                       




CHANGES TO INDIVIDUAL LINES ON PO
PO LINE NUMBER:                 

                                                            

 FORMCHECKBOX 
 INCREASE: 
QUANTITY FROM________   TO   _________
UNIT PRICE FROM $__________   TO   $__________ _                        

     NEW LINE TOTAL $_______________
                                                    

 FORMCHECKBOX 
 DECREASE:
 QUANTITY FROM________   TO   _________
UNIT PRICE FROM $__________   TO   $__________ _                        

     NEW LINE TOTAL $_______________
                                                    

 FORMCHECKBOX 
  CANCEL LINE – ITEM HAS NOT BEEN AND WILL NOT BE RECEIVED

NEW PO TOTAL: $______________




PO LINE NUMBER:                 

                                                            

 FORMCHECKBOX 
 INCREASE: 
QUANTITY FROM________   TO   _________
UNIT PRICE FROM $__________   TO   $__________ _                        

     NEW LINE TOTAL $_______________
                                                    

 FORMCHECKBOX 
 DECREASE: 
QUANTITY FROM________   TO   _________
UNIT PRICE FROM $__________   TO   $__________ _                        

     NEW LINE TOTAL $_______________
                                                    

 FORMCHECKBOX 
 CANCEL LINE – ITEM HAS NOT BEEN AND WILL NOT BE RECEIVED   
NEW PO TOTAL: $______________                                                                                                                                                

 
COMMENTS




























U_FIND_PROJ_END_DATE





U_FIND_PROJ_END_DATE
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