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COUNTY SCHOOL DISTRICT




CHANGE ORDER

Date Submitted: _______________

This is a change request to PO #___________________

FROM:
School/Dept. _____________________________________________________

NAME:  ________________________________________________________________

PHONE: _____________________     EMAIL: _________________________________

APPROVAL:   Principal/Dept. Head _________________________________________

The following change(s) are necessary:
□
Cancel Requisition/Purchase Order entirely.

□
Change Vendor to __________________________________________ Vendor # _______________________

□
Change account number to __________________________________________________________________

□
Add account number(s) _____________________________________________________________________

□
Delete account number(s)____________________________________________________________________

□
Add/Change Shipping charge ________________________________________________________________

□
Decrease Quantity of item # __________________ to ________________

□
Change Description of item # ____________________ to ____________________________________________________

□
Increase Price of item # ____________________ to $________________

□
Increase amount of Blanket Purchase Order from $________________ to $________________

□
Other  ____________________________________________________________________________________


__________________________________________________________________________________________

Note:
Attach a copy of Purchase Order with changes made.


Attach a copy of Invoice (if applicable).
PURCHASING APPROVAL: ____________________________________________

DATE:  _____________________________
7/1/08


