Purchase Order Change Request
FROM:       
DATE:       
	Purchase Order #:       
	Vendor:       

	Vendor Email: 
	


New Total PO Amount**:       
Change to existing line:
	PO

Line #
	Funding String
	Current Extended Amount
	Amount to

+Increase/-Decrease

or Cancel
	New Extended Amount

	    
	     
	     
	     
	     

	    
	     
	     
	     
	     

	    
	     
	     
	     
	     


New line:
	Qty
	Description
	Unit Price
	Extended Total

	     
	     
	     
	     

	Funding String:       


	Reason for change:       


Vice Chancellor Approval (If Total is $5000 or Greater):       
                                                                                         -------------------------------------------------------------

NOTE:
** - New Total PO Amount must fall within the existing PO purchasing limits and requirements.

1) Use a separate form for each Purchase Order you need changed.

2) If changing more than one PO line or funding string on the Purchase Order, list each PO line or funding string separately and the amount to increase/decrease or cancel (lines cannot be canceled if payments have been made against it).

Questions contact Purchasing Department Staff in Dempsey 236

Submit completed form and any required documents as attachments to: purchasing@uwosh.edu
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