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                   Change Order Process
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OFFICE OF PROCUREMENT
Purchase Order Amendment Request Form

Purpose
This form must accompany all requests for any changes to existing Purchase Orders.  The purpose of this form is to provide sufficient information to the Procurement Office to complete any necessary changes to the Purchase Order and/or Contract.  The requestor should complete all sections that are relevant to the request.  The Procurement Office will make the requested changes, if allowable (once approved by upper management).  Acceptance of this request will be at the discretion of the Office of Procurement.


Requestor’s printed name:                 Requestor’s email address:                
Date:                 Phone:                 
Contractor/Vendor:                		
[bookmark: Text1]PO Number:                	Buyer: 
Department:                  Account #                
Description for Amendment Request:
Click here to enter text.



List of Change Order Supporting Documentation  
Click here to enter text.
*List the types of documents that are attached to the purchase order in the system*
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