WORKDAY
CHANGE ORDER REQUEST FORM

PO Number: PO-

Req Number: PR -

Supplier Name:

Change Order Reason - (Check all that apply)

Increase Quantity/Dollar

. Note: Approvers in Workday must not
Decrease Quantlty/DoIIar Deny or Cancel Change Order
Requests. Denial or Cancellation will

Add Line(s)

cause the Purchase Order to be
Remove Line(s) CLOSED and the obligation liquidated!
Change/Add SmartTag
Close PO

Other Changes (Description, Delivery Dates, Performance Period, etc.)

Description of Change Request:

Requestor’s Name:

Campus Phone:

Department:

Date:

Please save change order request and E-mail to
Procurement. Selecting the following button
will open email to add saved form.

Iprocurement@ﬂpoly.org

Date Req closed by Procurement

Created 2/1/2017


tmclean
Line

mailto: Procurement@flpoly.org
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