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PURCHASE ORDER CHANGE/CANCELLATION FORM

SEND TO PURCHASING OR FAX FORM TO 5218 (with all approvals)
	Change Order No. 
	     
	Purchase Order No. 
	     
	Requisition No.: 
	     

	
	Date:     
	Index:      
	Fund:     
	Org:     
	Acct:       
	



Type of Change/Cancellation:

Change/Cancel Line(s) on PO

Change PO Information


Cancel Entire Order



Un-encumber Amount/PO
Add Items(s)



Change Amount on PO


     
Add to Requisition No.

Close PO



Amount
     

Add FOAPAL to Requisition:  If additional space is needed, use a separate page.

	Index:
	      
	Fund:
	      
	Org: 
	     
	Acct:
	      
	
	Amount:
	     

	Index:
	      
	Fund:
	      
	Org: 
	     
	Acct:
	      
	
	Amount:
	     

	Index:
	      
	Fund: 
	     
	Org: 
	     
	Acct:
	     
	
	Amount:
	     


Cancel the above numbered purchase order in its entirety.
Amount:      
Un-encumber the following amount from purchase order.
Amount:      
FAX CHANGE ORDER TO VENDOR:
YES
 FORMCHECKBOX 

NO
 FORMCHECKBOX 


Change/ Cancel the following information on the above numbered purchase order:

If additional space is needed, use a separate page.

 (From)







Line No.

    


Quantity

     

UOM

Unit Price
     



Description
     
     
 (To)

Line No. 
    
Quantity

     

UOM

Unit Price
     

Description
     
     


Add the following information on the above numbered purchase order:
If additional space is needed, use a separate page.

(From)







Line No.

    


Quantity

     

UOM

Unit Price
     



Description
     
     
 (To)

Line No. 
    
Unit Price
     

UOM

Quantity

     



Description
     
     

Change Vendor Information From:




Name:
     

Address:       

     
Contact:
     
Phone/Fax:       
Change Vendor Information To: (Include a W-9 from vendor)

Name:       
Address:      
     
Contact:
     
Phone/Fax:       

	Index: 
	     
	Fund: 
	     
	Org: 
	     
	Acct: 
	     


Change FOAPAL From:       
	Index: 
	     
	Fund: 
	     
	Org: 
	     
	Acct: 
	     


Change FOAPAL To:     

Budget Unit Approval:







Date:  






Budget Unit Approval:







Date:  





Budget Unit Approval:







Date:  





Budget Unit Approval:







Date:  





Grants Approval:








Date:  





Purchasing Approval: 







Date: 
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