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                B.I.S.D. PURCHASING DEPARTMENT

PURCHASE ORDER MODIFICATION

NOTE: All modification forms must be approved by the Area Administrator.  A copy of the Purchase Order must be attached to this form and all sections must be complete to ensure prompt processing.

To: 
Elvira Casanova



Date of Submittal: ________________

P O Clerk 

Tel. # 698-0683, Fax # 548-8367

From:
_____________________
Campus/Dept. Name ______________


            ( Name )

Principal/Administrator’s Approval:   ______________________________    
Program Administrator’s Approval: ______________________________
Staff Development Supervisor’s Approval: __________________________

Area Superintendent’s Approval:  _________________________________

Superintendent’s Approval: ______________________________________

Purchase Order # _________________  PR# ________________

Vendor’s Name ______________________________

PRICE MODIFICATION:  

             ___ Increase ___ Decrease   Amount $_______

             ___Item# _____Quantity _____________________Description

                               Net Total: _____________________

          Account Number: ____ - ___ - ____ - ___ - ____ -____ - ____ - ___

VENDOR CHANGE:  New Vendor Name   _________________________

                                                         Address   _________________________



             City, State, Zip Code  _________________________




          Contact Person   _________________________

 

                                  Phone #  __________ Fax # __________

VOID/CANCEL:  (Originator must contact and notify the vendor first of said 

         cancellation, providing that the PO was faxed, called in, 

         or mailed out to the vendor)

     Contacted Person _______________ Phone#_____________

REASON FOR MODIFICATION: Specification On Increase
______________________________________________________________

______________________________________________________________

_______________________________

Purchasing Specialist Approval
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