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Facilities Planning
Policy & Procedure #30

PURCHASE ORDER CHANGE ORDER

To ensure that change In scope is authorized and Change Order is executed prior to work
being performed.

ACTION

+ Obtain Vendor's proposal for change in work.

+ Project Manager prepares and initials Purchase Order-Change Order Request form
(Attachment A).

¢ Forwards to Associate Director

+ At completion of work initiate closeout change order

+ Review with Associate Director and have Associate Director initial as approval.

+ Review, initial and forward to Senior Accountant

Verify all computation and back-up and initial

Verify funding source and availability and initial

Obtain Director’s signature

Make copies of Change Order and back-up

Forward Change Order Request and back-up to Purchasing
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Issue to the Vendor and the Department a Change Order to the Purchase Order with the
revised dollar and or time

Make copy of Purchase Order Change Order for the Project Manager and Project file.
Attach to original Purchase Order

Update computer tracking system

File according to Project Account number
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¢ FAU Purchasing Manual

¢ Purchase Order Change Order Request Form — Attachment A

Issued By: Nelson

Date Issued: 4/1/2001 Date Revised: Effective Date: 4/1/2001

APPROVED:

Vice President Associate V.P. Director
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TO: DATE:
FROM:
PURCHASE ORDER#: PROJECT #:

PROJECT NAME:

VENDOR NAME:

DESCRIPTION OF CHANGE:

INCREASING: $ DECREASING: $ LINE ITEM:

ACCOUNT #: BUDGET VERIFICATION:

REVISED PURCHASE ORDER AMOUNT: $

PRESENT CONTRACT TIME:

NUMBER OF DAYS THIS CHANGE:

NEW CONTRACT TIME:

AUTHORIZED SIGNATURE DATE

CC: File

ATTACHMENT “A”
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