VENDOR NAME:
     

ENCUMBRANCE/PO#:
     

DATE:
March 9, 1998

UNIVERSITY OF FLORIDA

CHANGE NOTICE REQUEST

DEPT:
     
DEPT ADDRESS:
     
ORG CODE:
     
EO:
     

INITIATED BY:
     
SIGNATURE:
     
PHONE:
     
EXT:
     

TYPE OF CHANGE

BLANKET ENCUMBRANCE:
PURCHASE



RECURRING

ID


KEY 10
     
KEY 11
     
ORDER:
     
TRAVEL:
     
CHARGES:
     
ENCUMBRANCE:
     















CHANGE VENDOR FEDERAL ID #
     
CHANGE VENDOR NAME &/OR ADDRESS:
     



CHANGE ACCOUNT NUMBER TO:
     
CHANGE PAYMENT TERMS OR SHIPPING TERMS:
     

REASON:
     

BLANKET ENCUMBRANCES

TRAVEL / RECURRING / ID / PO

CHANGE ENCUMBRANCE TOTAL:
     
NET INCREASE:
     
NET DECREASE
(             )

EXTEND ENDING DATE TO::
     
ADD/DELETE NAME:
     

CHANGE DESCRIPTION TO READ AS FOLLOWS::
     



REGULAR PURCHASE ORDER

CHANGE


CHANGE OBJECT


INCREASE


DECREASE


LINE ITEM:
     

CODE FROM/TO:
     

QTY/PRICE:
     

QTY/PRICE:
     

CHANGE


CHANGE OBJECT


INCREASE


DECREASE


LINE ITEM:
     

CODE FROM/TO:
     

QTY/PRICE:
     

QTY/PRICE:
     

CHANGE


CHANGE OBJECT


INCREASE


DECREASE


LINE ITEM:
     

CODE FROM/TO:
     

QTY/PRICE:
     

QTY/PRICE:
     

ADD











LINE ITEM:
     

OBJECT CODE:
     
QTY:
     
PRICE:
     

DESCRIPTION:


ADD











LINE ITEM:
     

OBJECT CODE:
     
QTY:
     
PRICE:
     

DESCRIPTION:
     

TOTAL OF PO:
     

CLOSE/CANCEL ENCUMBRANCE

CANCEL LINE ITEM#
     
CANCEL THIS AMOUNT:
     
CANCEL PO IN ENTIRETY:
     

REASON:
     

MAIL VENDOR COPY:
YES
     
NO
     


OTHER:
     

OUTSTANDING INVOICES TO BE PAID

YES
     
NO
     




PURCHASING’S APPROVAL

PAYABLE & DISBUREMENT’S APPROVAL:

CONTRACTS & GRANTS’ APPROVAL:


DISTRIBUTION:
(1)
Purchase Order Changes: White to Purchasing; yellow to Contracts & Grants; remaining retained by department.


(2)
ID, Travel, Recurring Charges; White and yellow to Payable and Disbursement Services; pink to Contracts & Grants; gold retained by



Department.


(3)
Blanket Order Charges: White and yellow to Payable and Disbursement Services; pink to Contracts & Grants; gold retained by department; Payable and Disbursement Services after execution send yellow copy to Purchasing for filing with the P.O.

