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Instructions for Preparation of University of Hawaii
Hard Copy Purchase Order Change Form

a. General Cuidelines

The purchase order change form (POCF) should be issued to a
vendor when there are any material changes to the origina
order, where the change to the original order will result in a
pur chase which exceeds the limts of a fiscal officer’s

pur chasing authority, and/or to record changes to the
accounti ng dat a.

Copi es of the POCF should be distributed as foll ows:

e Vendor

e OPRPM

e Requisitioner
e Fiscal Oficer
e Disbursing

b. Conpl etion I nstructions

Al fields nust be conpl eted unl ess noted as optional.

1) Campus Enter Canpus Code originally
i ndi cated on the purchase order.

2) Depart ment Enter organization for which the
pur chase was nade.

3) Vendor Ent er nanme and address of vendor
to whom ori gi nal purchase order
was i ssued.

4) Dat e of Change Enter date formis prepared
(rmm dd/ yy) .
5) Purchase Order Nunmber Enter original purchase order

nunber that is to be changed.

6) Requi si ti on Nunber Enter requisition nunber that
initiated original purchase (if
appl i cabl e).

7) Vendor Code Leave vendor code bl ank.
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8) Requi siti oner/ Tel . No.

9) Type of Change

10) Oiginal Oder Reads

I tem No.
Quantity
Descri ption
(bj ect Code
Unit Price
Anpount

11) Change Order To Read

| t em No.
Quantity
Descri ption
bj ect Code
Unit Price
Anmount

12) Net Change
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Enter requisitioner's nane and
t el ephone nunber.

Place "X" in the appropriate
box(es). Note: If change is
internal to the University only
e.g. account code and/or object
code distribution, POCF should
not be sent to vendor.

Enter text as originally
appeared in these fields on
t he purchase order.

Enter changes to these fields
as applicabl e.

If there is an increase in

the total anmount of the

pur chase order which woul d
exceed the fiscal officer's

del egated authority, the change
order shall be sent to a

desi gnat ed departnental fisca
officer with greater purchasing
authority or to OPRPM as
applicable, for approval. For
nodi fications, list itens to be
changed as they shoul d appear.
For partial cancellations, |ist
itens to be cancelled. For
total cancellations, indicate
that the order is totally
cancel | ed.

Enter net change in anount
resulting fromthis purchase
order change (difference between
ori gi nal anmpbunt and changed
anount) then check whether this
anmount is an increase or a
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13)

13a)

13b)

13c)

13d)

14)

15)

16)

17)

Summary of Account

Code/ Obj ect Code

Changes

Account Code

bj ect

Anmpunt

Debit (D)/
Credit (C)

Reason for Change
Approvi ng Authority/

Title

Purchasing O ficer
Si gnat ur e/ Dat e

Fi scal Oficer/
FO Code No.
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decrease. |If there is no change
to the anobunt, enter -0-.

Enter detail ed changes to
account code/ obj ect code
distribution. Net summary of
debit (increase)and credit
(decrease) anmounts shoul d be
equal to Item 12, Net Change.

Enter appropriate 6-digit
account code.

Enter appropriate 4-digit object
code.

Ent er encunbrance adj ust nent
anmount .

Enter "D' for Debit to denote
an increase to an account
code/ obj ect code distribution or
"C'" for Credit to denote a
decrease to an account
code/ obj ect code distribution.

Ent er conci se reason why the
change i s necessary.

Si gnature of individual
(tncluding title) authorized to
certify that the purchase order
change supports program

obj ecti ves.

Si gnature of the appropriate
Purchasing O ficer froma

Uni versity programor fromthe
O fice of Procurenent and Real
Property Managenent.

Signature of Fiscal Oficer
authorized to certify as to
avai lability of funds for the
account code(s) cited and as to
conpliance with applicable

Uni versity policies and
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18) Copy For
e Vendor
e OPRPM

e Fiscal Oficer
e Requisitioner
e Disbursing Ofice
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procedures. Include appropriate
F.O. code nunber. |If Fiscal
Oficer is the sane as
Purchasing O ficer, it is not
necessary to sign here.

Make copi es of the conpleted
Purchase Order Change form

check appropriate boxes for
distribution to affected
parties, and then distribute
accordingly.
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