DARLINGTON COUNTY SCHOOL DISTRICT
PURCHASE ORDER CHANGE REQUEST

Date Submitted: ________________________
Purchase Order (PO) Number: ________________________
Requestor Information
School/Department: ____________________________________________
Requestor Name: _______________________________________________
Phone: ________________________
Email: ______________________________________
Required Approvals
Principal/Department Head: _____________________________________
Fund Manager: ________________________________________________

Requested Change
Select the appropriate change(s):
☐ Cancel Purchase Order
☐ Increase Blanket Purchase Order Amount From: $__________________ To: $__________________
☐ Change Vendor Name: ______________________________________        Vendor Number: _______________
☐ Change Account Number     New Account Number: ______________________________________
☐ Add Account Number(s): ______________________________________    Amount: $__________________
☐ Delete Account Number(s): ______________________________________
☐ Add or Change Shipping Charges           New Shipping Amount: $__________________
☐ Change Quantity	Item Number: ____________	New Quantity: ____________
☐ Change Item Description Number: ____________	New Description: ___________________________
☐ Increase Item Price of Number: ____________	New Price: $__________________
☐ Other (Please Explain)




Required Documentation
Attach a copy of the Purchase Order with all requested changes clearly marked in red.
Email the completed Change Request Form and supporting documentation to Tonya Jackson.
Send signed Updated PO, invoice, original PO, requisition, and supporting documents to AP.

Finance Office Use Only
Finance Approval: __________________________________________
Date Approved: ________________________

Updated: July 2026
