								

	
	
Request for Purchase Order Increase
								
Date:		January 26, 2011						

To:		Purchasing Department		   	
		
From:		insert name						

cc:		

Re:		Purchasing Contract Award

	Project Name:
	Insert project name

	Purchase Order No.
	Insert PO number

	Vendor:
	Insert vendor name

	
	
	
	
	



Message:

Please Increase the above mentioned Purchase Order
*note that increases can only be done to a PO if the additional work is related to the same project – for new work, a new PO is required.:

	Description
	Amount

	Insert description of work
	Insert amount (excluding taxes)




Reason for Increase:
Insert reasoning for increase


Supporting Documentation:
A.  Change Order Attached (or reference number)
B.  Estimate/Quotation Attached


________________________________
Insert approver name and title

*note:  signature required from someone who has signing authority for the entire PO value after the increase


