	Change Order/Routing Form
	YCCD

Modesto Junior College

Columbia College

	This form should be used for any changes to an existing Purchase

Order or to route attachments to the Purchasing Department.

Changes to existing Purchasing Orders: Please type existing

Purchase Order # in the upper right hand corner and then complete

this form including approvals and detailed change information.

Attachments: Please type electronic requisition number given by

Colleague in the upper right hand corner. Be sure to type “BTF”

(Backup to follow) in the “Comment” field of the electronic

requisition. Please staple attachment to this form and forward it to

Purchasing. No approvals are required. 


	

	
	P.O./Requisition No.    

	
	

	
	Approved By:

_______________________________________

Responsibility Code Manager

_______________________________________

Controller

_______________________________________

CISO (Required for Software/Hardware

Equal to or greater than $1,000)



	
	

	Date:
	
	

	Vendor Name:
	
	

	Vendor#:
	
	Phone#:
	
	

	Fax#:
	
	 

	Department or

Division: 


	
	

	Requestor:
	
	Ext.:
	
	

	Account No.:
	
	

	
	
	

	
	
	
	
	

	Qty.
	U/I
	Description
	Unit Price
	Extended Price

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	 
	
	
	TAX
	

	
	
	
	TOTAL
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