ADJUSTMENT TO INTERDEPARTMENT REQUISITION

	Service Department:

(     Architects & Engineers
	Department
	Requisition Number

	· IT/Communication Resources
· Physical Plant
	Prepared By
	Phone Number

	(    Other_____________________
	Date




Please complete the applicable box

	Change in the Dollar Amount of the requisition

   (ex:  an increase/decrease in the cost of an item or labor)


	

	Reason for the change:


	

	Account-Fund-Sub to be adjusted:


	Amount of Increase (Decrease)




	Change in Account-Fund-Sub to be Charged
Account-Fund-Sub(s) as given on the original requisition:
	Amount



	New Account-Fund-Sub(s) to be charged (listing all funding):
	Amount




	Upgrade/Downgrade of an Item on the Requisition

  (ex: switching from one model to another of the SAME item)


	

	Account-Fund-Sub to be adjusted:
	Amount of Increase (Decrease)




	Addition of an Item to the Requisition

Item to be added:


	

	Account-Fund-Sub to be charged:
	Amount of Increase




	Deletion of an Item or Cancellation of the Requisition

Item to be deleted:


	

	Account-Fund-Sub to be adjusted:
	Amount of Decrease




Approvals:

Date:


Ordering Department




Architects & Engineers





Accounting Office 



