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     PURCHASE ORDER  
                   INCREASE                                     DECREASE 

 

  
To:  Purchasing Department  

From: _____________________ 

Date: _____________________ 

 

Please increase/decrease the following Purchase Order: 

Vendor Name:  ________________________________________ 

PO Number:  PO ____   -    ___________ 

Amount of Change  $_______________________ 

Account Number  ________________________________________ 

Approved By:  ________________________________________ 

 

For Purchasing Department Only: 
 

Entered By: _____________________________________________ 

Date:   ________________________ 
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