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It is the policy of the University to require written Purchase
Order Modifications for changes to the Purchase Order required
subsequent to placement of the Purchase Order.

1. Modifications are required for the following changes:
a.Changes in the item amounts or total amount of the PO.
b. Changes in the termination date for a blanket order.
c.Changes in the specifications or item descriptions.
d.Changes in the quantity to be purchased.
e.Deletion of items.
f.Cancellation of all or a portion of an order.
g.Changes in account numbers.
h.Changes in the vendor name.
i.Whenever the buyer feels that it is in the best interest of

the University.
2. Form Used - A Purchase Requisition (PR) form shall be

utilized to request a change to an existing order.

3. Approvals Required on the Purchase Requisition form:
a.All changes must be approved by the department that
requested and approved the original order.
b.The following changes must be approved by the Business
Office:
.Changes in termination dates for blanket orders.
.Changes in account numbers.
.Any of the above changes, on a PO that has restricted funds
(Federal contracts, Grants).
4.An increase in dollar amounts.
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All approvals must be obtained prior to issuing the Purchase Order
Modification.

4. Procedure for Issuing
a.The individual requesting the modification, "requester",
shall complete the PR form and obtain all required
approvals. The requester shall write in the description
section of the PR form the words "CHANGE REQUISITION TO
PURCHASE ORDER # " and shall insert the number

of the Purchase Order that requires modification in the
blank. The details of the change shall also be stated
on the PR form.

b.Following approvals, the reguester shall forward the
purchase requisition form to the Purchasing Department.
The buyer shall determine the action that is required
to implement the change. A written amendment to the
Purchase Order that executes the change shall be issued
by the buyer.
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