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When do we prepare a F26?

A change is being made to a Purchase
Order:

Line item description, quantity, price, deleting
an item, adding an item, changing account
distribution, authorizing release of blocked
Invoices



Why do we have F26’s?

Notify vendor of a change - verbal vs. written

The PO is a legal binding contract

When a change is made, written notification may
need to be sent to update the contract with the
vendor. The Commodity Specialists/Buying
Assistant makes that determination.



Process for F26°s

Process is located on the b@p website under
Buying

https://www?2.itap.purdue.edu/bs/BPP/Processe
s/ChangingCancelingPurchaseOrderFundsCom
mitment.pdf



https://www2.itap.purdue.edu/bs/BPP/Processes/ChangingCancelingPurchaseOrderFundsCommitment.pdf
https://www2.itap.purdue.edu/bs/BPP/Processes/ChangingCancelingPurchaseOrderFundsCommitment.pdf
https://www2.itap.purdue.edu/bs/BPP/Processes/ChangingCancelingPurchaseOrderFundsCommitment.pdf

Form

Link to form on the University forms website

http://www.purdue.edu/procurement/xIs/PSF
ORM26.XLS



http://www.purdue.edu/procurement/xls/PSFORM26.XLS
http://www.purdue.edu/procurement/xls/PSFORM26.XLS

PURDUE

Procurement Serdices F26 Few. TH1

Purchaze Order or Funds=
Commitment Number

Prepared by

REQUEST TO CHANGE PURCHASE ORDER/FUNDS COMMITMENT

Mame

I:I Change Account Distribution
] Fill in both Decreaze and Increaze cost
aszipnment and amount boxes balow.
The amounts must match.
|:| Cancel Order and Full Commitment I:I

Fill in Diecreaze cost assipnment

and amount boxes below

[]

Vendor
Name &

Number

FraparementdEuifaing

Delete line item I:I
Fill in Diecreaze cost assignment

and amount boxes below

Authorize Release of Blocked Pavment |:|
Fill in Inereasze cost assignment
and amount boxas balow

Explanation: Be very specific (Line #'s, current and new $ amounts and gty)

FPhoae frafe Prepared

Decreaze - or Price (Uze for Limit PO Decreazes)
Fill in Da{:ra-.a'. cost assienment

and amount boxes below

Inereaze Oty or Price (Uze for Limit PO Increazes)
Fill in Inerzase cost assignment
and amount boxes balow

Have vou made contact with the vendor? ((ive brief description of contact and person’s name and contact info - phone, fax or email address)

Send to Vendor? YES or WO (Procurement Services Use Only)

MNew PO Total: 5

DECREASE INCREASE
Apcount # AMOUNT TO Apcount # AMOUNT TO
Cost CenterWork GL Ascount Statistical Cost Canter™Work | GL Account Statistical
FUND (3} OrdarWESE (107 (6) Internal Order DECEEASE | FUND (3} CrrderWHEE (10} (6) Internal Order INCREASE
Approved - Dept. Date |Approved - Comptroller Da| Approved - Procurement  Daf Approved - Procurement D FOR PROCTUREMENT USE ONLY
<550,000 550,00 to 3100,000 CiM Sent:
Conf Date:
Approved - Dean/Admin. Date |Approved - SVP&T Datd Approved - Procurement  Datl Approved - Procurement Dl Inw Date:
3100000 3200000 Elocked Invaice Fpt:
Frocessed Date:
Freparer should complete shaded areas. Incomplete or inaccurate forms may be returned to the preparer. maz23n note 7
Please send completed form to Procurement Senvices, FREH




Examples of F26’s — Most common

Change Account Distribution
Delete Full line item
Decrease guantity/price

~ull cance
Authorize Release of Blocked Invoice
ncrease quantity/price
Decrease/Cancel Limit PO

ncrease Limit PO




Example — Change Account
Distribution

Link to example form

http://www.purdue.edu/procurement/xls/F26 Change Account

Distribution Example. XLS



http://www.purdue.edu/procurement/xls/F26_Change_Account_Distribution_Example.XLS
http://www.purdue.edu/procurement/xls/F26_Change_Account_Distribution_Example.XLS

PURDUE REQUEST TO CHANGE PURCHASE ORDER/FUNDS COMMITMENT

Procurement Services F26 Few, TH1 EX_AMPLE

Vendor
N ;
Purchace Ondor or Fande 39999999 Name & ABC Co Inc/99999
Commitment Number i
Prepared by Suszie Clerk Procurement Services 47279 omoiar
Mame frapartmentiBuilding FPAcae ftate Prepared
Change Account Distribution I:I Delete line item I:I Decreaze Qty or Price (Uze for Limit PO Decreazesz)
Fill in both Decreaze and Increasze cost Fill in Diecrzase cost assiznment Fill in Da{:raa.'. cost assiznment
assignment and amount boxes below. and amount boxes below and amount boxes below
The amounts must match.
|:| Cancel Order and Full Commitment I:I Authorize Release of Blocked Payment |:| Increaze Qty or Price (Uze for Limit PO Increazez)
Fill in Dizcraase cost assiznment Fill in Inerease cost assignment Fill in Inerease cost assiznment

and amount boxes below and amount boxes below and amount boxes below

Explanation: Be very specific (Line #'s, current and new S amounts and gtv)

Vendor cannot ship items in time for them to beneift the project charged, changing account to reflect project it will benefit. All lines inveolved for full PO amount.

or

Fequizsitioner entered incorrect account assienment on line 2, 21010000 40090023500 should be 21010000 4000023000 the dollar amount 15 5110000

Have vou made contact with the vendor? ((ive brief description of contact and person’s name and contact info - phone, fax or email address) No contact with the vendor needed.

Send to Vendor? YES or WO (Procursment Services Use Only) Mew PO Total: 5
DECREASE INCREASE
Arcovnt # AMOUNT TO Account # AMOUNT TO
Cost CanterWerk GL Account Statistical Cost CanterWork | GL Account Statistical
FUND (8) Ovrder WEBSE (100 (6) Internal Order DECREASE | FUND (8) Order/WBEE (107 (6) Internal Ordar NCEEASE
E— 21010000 400902XRNN 524125 S110.00 21010000 400902 5NN 524125 5110.00
Approved - Dept. Date |Approved - Comptroller Da| Approved - Procorement  Dalf Approved - Procurement Daf FOR PROCTUREMENT USE ONLY
<550,000 250,00 to S100,000 M Sent:
need dept approval zignature need comptroller approval zig Conf Dlate:
Approved - Dean/Admin. Date |Approved - SVP&T Datd Approved - Procurement  Dall Approved - Procurement Da Inw Date:
>E100, 000 >E20:0,000 Elocked Inwaice Fipt:
Frocessed Date:
Freparer should complete shaded areas. Incomplete or inaccurate forms may be returned ko the preparer. me23n note 10
Please send completed form to Procurement Senvices, FREH




T-code me23n — no follow-on
document




T-code me23n — Net $0 GR & IR

Services '| Lirmnits

. ltermn [1]Fuel Purchase
Material Drata

i ZuantitiesiWeights i Delivery Schedule i Delivery

i [nvaice

i Condi

=) | &) =[]

[Fi=| {2 ]¢? a|E =< | in) BB =) |

Tr./BEv. Invoice receipt

Basic List
Sh___1MvT|Materiaan___| Item|F‘nsting Date'n @uantitg.rl Delivery custquantihr'OUrln Armaount in LCIL.cur |FI
YWE 102 5000370553 1 OBF27r2011 225 000.00- |USD ]
WE 101 5000370552 1 OBi27r2011 22500000 |USD |
Tr.[Ev. Goods receipt . 0.00 USD |
RE-L 5106059343 1 OBF27I2011 225 000.00- |USD |
RE-L 5106059342 1 0Bi27I2011 22500000 |USD |
0.00 U5D|

12



T-code me23n GR & IR posted

Item [1111/2 cy dumpster, with T EIEI

material Data " Cluantitiestteights i Delivery Schedule i Delivery i [mvoice i Conditions

i Account Assiol

=1 R 0 I =Y = [ i (T (T (=R =S

Basic List

sh_“|mvT |Material Da_ | tem|Posting Date|= Quantity| Delivery cost guantity|OuUn= Amountin LC|L.cur |
WWE 101 5000032996 1 06052007 1 0 EA 34600 USD
Tr./Bv. Goods receipt . 1 EA = J46.00 USD
FE-L 2105634251 1 06M 32007 1 0 EA 3E.00 USD
Tr./BEv. Invoice receipt . 1 EA = J46.00 USD

13



Example — Delete Full line item

Link to example form
http://www.purdue.edu/procurement/xls/F26 Delete Full Line

Example . XLS

14


http://www.purdue.edu/procurement/xls/F26_Delete_Full_Line_Example.XLS
http://www.purdue.edu/procurement/xls/F26_Delete_Full_Line_Example.XLS

PURDUE

Frocurement Serdices F26 Rew. TH1

REQUEST TO CHANGE PURCHASE ORDER/FUNDS COMMITMENT

Purchaze Order or Fund= 39999999
Commitment Number
Prepared by Susie Clerk

[]
]

Mame

Change Account Distribution

Fill in both Decreaze and Increaze cost
azzighment and amount boxes below.

The amount=z must match.

Cancel Order and Full Commitment

Fill in Diecrease cost assipnment
and amount boxes below

]

Vendor
Name &

Number

Procurement Services

EXAMPLE

ABC Co Inc/99999

07/0111

47279

LrapartmrentdEuifaing

Delete line item
Fill in Decreaze cost assignment
and amouent boxas below

Authorize Release of Blocked Payvment

Fill in Increase cost assignment
and amount boxas below

Explanation: Be very specific (Line #'s, current and new § amounts and gty)
Line item #4 item was not what the end vser wanted, cancel line Qtv 1 amount 5233 21, Item retvrned to vendor. Correct item being orderad on new shopping cart to differsnt vendor.

]
]

Fhone frafe Frepared

Deereaze Qty or Price (Uze for Limit PO Decreazaz)
Fill in Decreaze cost assignment
and amount boxes below

Inereaze Qty or Price (Uze for Limit PO Increazaez)
Fill in Inerzase cost assignment
and amount boxss balow

of

Line item %2 is on backorder and end user does not want to wait gty 2 amount 5430, Item being ordered on a new shopping cart to a differsnt vendor.

Have vou made contact with the vendor? (Give brief dezcription of contact and perzon'z name and contact info - phone, fax or email addrez=)

Yes, Joe Vendor jwvi@abe.com on 7/1/11 adwvised him that item being returned. Or Yes, Sally Vendor svifixyz.com called and said they don't carry the items on this PO,

Send to Vendor? YES or WO (Procurement Services Use Onlv)

New PO Total: §

DECREASE INCREASE
Account # ANMOUNT TO Account # ANMOUNT TO
Cost CenterWork GL Account Statistical Cost Canter™Work | GL Account Statistical

FUND (8) Order/WBSE (10} (6) Internal Order DECEEASE | FUND (8) Crrder/ WEBSE (107 (6) Internal Order INCREASE

21010000 400902 AN 524125 §153.21
Approved - Dept. Date |Approved - Comptroller Da| Approved - Procurement  Daf Approved - Procurement Da FOR PROCUREMENT USE ONLY

<550,000 530,00 to 3100,000 CiM Sent:

need dept approval zignature need comptroller approval =ig Conf Diate:
Approved - Dean/Admin. Date |Approved - SVP&T Datd Approved - Procurement  Dafl Approved - Procurement Datl Inw Date:

>$100,000

>$200,000

Blocked Inaice Bpt:

Froceszed Date:

Preparer should complete shaded areas. Incomplete ar inaccurate Forms may be returned ta the preparer.

Please send completed form to Procurement Senvices, FREH

OT

me23n note 1




Example — Decrease quantity/price

Link to example forms
http://www.purdue.edu/procurement/xls/F26 Decrease Oty Ex

ample . XLS
http://www.purdue.edu/procurement/xls/F26 Decrease Price E

xample . XLS

16


http://www.purdue.edu/procurement/xls/F26_Decrease_Qty_Example.XLS
http://www.purdue.edu/procurement/xls/F26_Decrease_Qty_Example.XLS
http://www.purdue.edu/procurement/xls/F26_Decrease_Price_Example.XLS
http://www.purdue.edu/procurement/xls/F26_Decrease_Price_Example.XLS

PURDUE

Procurement Services F26 Rew. T

Purchaze Order or Fund=

3990909099

Commitment Number

[]
[]

Vendor
Name &

Number

Prepared by Susie Clerk

Procurement Services

Mamre
Change Account Distribution
Fill in both Decreaze and Increase cost
aszignment and amount boxes below.
The amounts must match.
Cancel Order and Full Commitment
Fill in D=creazs cost assiznment

[]
[]

and amount boxes below

REQUEST TO CHANGE PURCHASE OEDERTUNDS COMMITMENT

EXAMPLE

ABC Co Inc/99999

47279 10 LTE) S—

freparfmentiBuiaing

Delete line item
Fill in Diecreaze cost assiznment
and amount boxes below

Authorize Release of Blocked Payment

Fill in Increase cost assiznment
and amount boxes below

Explanation: Be very specific (Line #'s, current and new % amounts and gty)

Line item %4 vendor can only supply 2 of the 4 requested, vendor has discontinued carryving produect. Cancel the remaining gtv of 2 amount =a 530 toal amount S60.

]

FPAcne fRate FPrepared
Decreaze QJty or Price (Uze for Limit PO Decreazez)
Fill in Diecreaze cost assiznment

and amount boxes below

Inecreaze Qty or Price (Uze for Limit PO Increazes)
Fill in Increase cost assignment
and amount boxes below

or

Line item %2 - vendor can only supply 3 of 5 now, the remaining 2 are on backorder and end user can't wait, ordering form another vendor. Cancel gty of 2 2a price 325 total of 530,

Have vou made contact with the vendor? (Give brief description of contact and perzon'z name and contact info - phone, fax or email addrezsz)

HNo.

Or Yaz, contacted Joe Vendor jvilfabe.com and said end vser can't wait.

Send to Vendor?

YES or MO (Procurement Services Use Only)

MNew PO Total: 5

DECREASE INCREASE
Arcovnt # ANMOUNT TO Arcovnt # ANMOUNT TO
Cost CenterWork GL Account Statistical Cost CenterWork | GL Account Statistical

FUND (8} OrderWESE (107 (6) Internal Order DECREASE | FUND (8) Crrder WEEE (107 (6) Internal Chrder INCREASE

21010000 400902000 5141315 560,00
Approved - Dept. Date |Approved - Comptroller Dal Approved - Procurement Daf Approved - Procurement DaFOR PROCTUREMENT USE ONLY

<550,000 330,00 to S100,000 CiM Sent:

need dept approval zignature need comptroller approval =ig Conf Diate:
Approved - Dean/Admin. Date |Approved - SVP&T Datd Approved - Procurement  Dafl Approved - Procurement Daf Inw Date:

>$100.000

>$200,000

Elowcked Invoice Fpt:

Frocessed Date:

Preparer should complete shaded areas. Incomplete or inaccurate forms may be returned ta the preparer.

Please send completed form to Procurement Services, FREH

me23n note 1/




PURDUE

Procurement Serdi

Purchaze Order or Funds=

ces F2E Rew. 7l

399909009

Commitment Number

[]
]

Fill in Decrease cost assiznment

Vendor
Name &
Number

Prepared by Susie Clerk

Procurement Services

Mame
Change Account Distribution
Fill in both Decreaze and Increasze cost
assignment and amount boxes below.
The amounts must match.
Cancel Order and Full Commiiment

[]
[]

and amount boxes below

EEQUEST TO CHANGE PURCHASE OEDER/FUNDS COMMITMENT

EXAMPLE

ABC Co Inc/99999

47279 RELTEY S—

Lepartment Suilaing

Delete line item
Fill in Dizcrzase cost assiznment

and amouvnt boxes below

Authorize Release of Blocked Pavment

Fill in Increase cost assignment
and amount boxes below

Explanation: Be very specific (Line #'s, current and new $ amounts and gty)

Linz item 74 the price per 2ach item entered as 540 the vendor called and zaid they were only 5330 zach. Decrease za price by S10 and total line decreaze from 5160 to 5120 for the gty

]

FPhone fare Frepared
Decreaze Oty or Price (Uze for Limit PO Decreazes)
Fill in Di=craasze cost assiznment

and amount boxes below

Increaze (Qty or Price (Uze for Limit PO Increazesz)
Fill in Increase cost assiznment
and amount boxas balow

ar

Linz item %2 - requisitioner entered the gt in the amouent filed and amount in the gty fizld. Previows gty was 30, Correct gbv is 5. Previovs sach amouent was 53, correct sach amount is |

Have vou made contact with the vendor? (Give brief dezeription of contact and perzon'z name and contact info - phone, fax or email addrez=)

No.

Or Yz, contacted Joe Vendor jviffabe com and explained the issee and Joe was going to change PO in their svstem.

Send to Vendor?

TES or WO (Procursment Services Use Only)

MNew PO Total: 5

DECREASE INCREASE
Account # ANMOUNT TO Account # ANMOUNT TO
Cost Center/Work GL Account Btatistical Cost CenterWork | GL Account Btatistical

FUND (8) Order"WEBERE (107 (&) Internal Order DECEEASE | FUND (8) Order"WEBERE (107 (&) Internal Order INCREASE

21010000 400902 ENX 524125 540,00
Approved - Dept. Date |Approved - Comptroller Dal Approved - Procerement  Daf Approved - Procurement Daf FOR PROCTUREMENT USE ONLY

<850,000 250,00 to S100,000 M Sent:

need dept approval zignature need comptroller approval zig Conf Date:
Approved - Dean/Admin . Date |Approved - SVP&ET Datd Approved - Procorement  Datl Approved - Procurement Diafl Inw Date:

>$100,000

>$200,000

Elocked Invoice Rpt:

Processed Date:

Preparer should complete shaded areas. Incomplete or inaccurate farms may be returned ta the preparer,

Please send completed form to Procurement Services, FREH

me23n note




Example — Full cancel

Link to example form

http://www.purdue.edu/procurement/xls/F26 Cancel Full PO E
xample. XLS

19


http://www.purdue.edu/procurement/xls/F26_Cancel_Full_PO_Example.XLS
http://www.purdue.edu/procurement/xls/F26_Cancel_Full_PO_Example.XLS

PURDUE

Procurement Services F26 Few. TH1

REEQUEST TO CHANGE PURCHASE OEDERTFUNDS COMMITMENT

Purchaze Order or Fund= 39999999
Commitment Number
Prepared by Susie Clerk

]

AMame

Change Account Distribution

[]

Fill in both Decrease and Increase cost
assignment and amount boxes below.

The amounts must match.

Cancel Order and Full Commitment

Fill in Dizcreasze cost assiznment
and amount boxss below

]

Vendor
Name &
Number

Procurement Services

EXAMPLE

ABC Co Inc/99999

07/0111

47279

FraparemeontdBuifaing

Delete line item
Fill in D=crezaze cost assiznment
and amount boxas below

Authorize Release of Blocked Pavment

Fill in Inersase cost assiznment
and amouvnt boxes below

Explanation: Be very specific (Line #'s, current and new $ amounts and gty)

Vendor cannot ship itermns. All lines involved for full PO amount 5500,

[
]

FPaoae frafe FPrepared

Decreaze Qty or Price (Uze for Limit PO Decreazez)
Fill in Diecrzass cost assiznment
and amount boxe: below

Increaze Qty or Price (Uze for Limit PO Increazes)
Fill in Inerease cost assiznment
and amount boxes below

or

Fequsitioner entered incorrect vendor, new shopping cart being created to correct vendor. All lines inveolved for full PO amouwnt 52,000

Have vou made contact with the vendor? (Give brief dezcription of contact and perzon'z name and contact info - phone, fax or email addrez=)

Yes, Joe Vendor jvi@abe.com on 7/1/11 indicated they did not receive this PO

Send to Vendor? YES or WO (Procurement Services Use Only)

MNew PO Total: 5

DECREASE INCREASE
Arcount # ANOUNT TO Account # ANOUNT TO
Cost CenterWerk GL Account Statistical Cost Canter™Work | GL Account Statistical

FUND (8) Order/WBEE (10} (&) Internal Order DECEEASE | FUND (8) Ovrder WEBSE (100 (&) Internal Order INCREASE

21010000 400902 5NX 524125 S200.00
Approved - Dept. Date |Approved - Comptroller Da| Approved - Procurement  Dall Approved - Procerement Daf FOR PROCTUREMENT USE ONLY

<850,000 250,00 to $100,000 CiM Sent:

need dept approval zignature need comptroller approval zig Conf Date:
Approved - Dean/Admin. Date |Approved - SVP&ET Datd Approved - Procurement  Dafl Approved - Procorement Datl Inw Date:

>$100,000

>$200,000

Blocked Inwoice Rpt:

Frocessed Date:

FPreparer should complete shaded areas. Incomplete ar inaccurate Forms may be returned ta the preparer.

Please send completed form to Procurement Services, FREH

me23n note 20




Example — Authorize Release of
Blocked Invoice

Link to example form

http://www.purdue.edu/procurement/xIs/F26 Authorize Releas
e of Blocked Invoice Example XLS

21


http://www.purdue.edu/procurement/xls/F26_Authorize_Release_of_Blocked_Invoice_Example.XLS
http://www.purdue.edu/procurement/xls/F26_Authorize_Release_of_Blocked_Invoice_Example.XLS

PURDUE REQUEST TO CHANGE PURCHASE ORDER/FUNDS COMMITMENT

Procurement Services F26 Few. 71 EX_A_MPLE

Vendor
Purchase Order or Funds 39999999 Neme & ABC Co Inc/99999
Commitment Number i
Prepared by Susie Clerks Procurement Services 47279 umm
Mame Lrap arfmentdBuifaing FPhoae frafe Frepared
I:I Change Account Distribution I:I Delete line item I:I Decreaze Qv or Price (Uze for Limit PO Decreazes)
| Fill in both Decrease and Increasze cost Fill in Dizcrease cost assiznment IFill in Da{:raa'li. cost assiznment

assignment and amount boxes below. and amount bowxes below and amount bowxes below
The amounts must match.

|:| Cancel Order and Full Commitment IEI Authorize Release of Blocked Payment |:| Increaze Qty or Price (Uze for Limit PO Increazes)
Fill in Diecreass cost assiznment Fill in Increase cost assignment Fill in Increase cost assiznment

and amount boxes below and amount boxes below and amount boxes below
Explanation: Be very specific (Line #'s, current and new $ amounts and gty)

Line item #4 item prics was an estimate by end vser. The estimated price was 5500 2a and the acutal price was 3625 za. The lin= total of 51 300 is being increased to 51, 873

or

Line item #2 - old =a price 515 naw =a price 518 cld line total 343 new line total $34

Have you made contact with the vendor? (Give brief dezcription of contact and perzon'z name and contact info - phone, fax or email addrez=)

Mo. 0Or Yes contacted Joe Vendor jvifabe com and asked why the prics difference he said new prices went into affect 7/1/11

Send to Vendor? YES or WO (Procurement Services Use Onlv) New PO Total: §
DECREASE INCREASE
Account # AMOUNT TO Arcount # AMOUNT TO
Cost CenterWork GL Account Statistical Cost Center™Work | GL Account Statistical
FUND (8) Order/WEBSE (107 (6) Internal Order DECEEAZE | FUND (8} Order WESE (107 (&) Internal Order INCEREASE
21010000 40090200 524115 375,00
Approved - Dept. Date |Approved - Comptroller Da| Approved - Procurement  Dalf Approved - Procurement Daf FOR PROCUREMENT USE ONLY
<530,000 550,00 to S100,000 CiM Sent:
need dept approval zignature need comptroller approval zig Conf Date:
Approved - Dean/Admin. Date |Approved - SVPAT Datq Approved - Procerement  Dall Approved - Procurement Draf Inw Date:
>E100,000 »5200,000 Elocked Invoice Rpt:
Frocessed Date:
FPreparer should complete shaded areas. Incomplete or inaceurate Forms may be returned ba the preparer. me23n note 2P
Please send completed form to Procurement Services, FREH




Example — Increase quantity/price

Link to example forms

http://www.purdue.edu/procurement/xIs/F26 Increase Oty Exa

mple . XLS
http://www.purdue.edu/procurement/xls/F26 Increase Price E

xample . XLS
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http://www.purdue.edu/procurement/xls/F26_Increase_Qty_Example.XLS
http://www.purdue.edu/procurement/xls/F26_Increase_Qty_Example.XLS
http://www.purdue.edu/procurement/xls/F26_Increase_Price_Example.XLS
http://www.purdue.edu/procurement/xls/F26_Increase_Price_Example.XLS

PURDUE

Frocurement Services F26 Few. TH1

Purchaze Order or Funds=

Commitment Number

Prepared by

[]

EEQUEST TO CHANGE PURCHASE OEDERTFUNDS COMMITMENT

39990009

Susiz Clark

Change Account Distribution
Fill in both Decraase and Increaszs cost

AMamre

L]

assignment and amount boxes below.

The amounts must match.

[]

and amount boxes below

Cancel Order and Full Commitment
Fill in Dizcraase cost assiznment

]

Vendor
Name &
Number

Procurement Services

EXAMPLE

ABC Co Inc/99999

47279

frepartmeontdiBuifaing

Delete line item

Fill in Dizcraase cost assiznment

and amount boxes below

Authorize Release of Blocked Payment

Fill in Inerease cost assignment

and amount boxes below

]Explanatiun: Be very specific (Line #'s, current and new S amounts and gtv)

Linz item %4 Vendor called'minimum quantitsy order for this item 1z 10, Item price 513, increase line item total from 5150 to 5223

"]

FhAone

Decreaze Qty or Price (Uze for Limit PO Decreazes)

07/0111

fafe FPrepared

Fill in Dizcrzase cost assiznment

and amount boxes below

Increaze Qty

or Price (Uze for Limit PO Increazes)

Fill in Inerease cost assiznment

and amount boxes below

aor

Line item %2 - =nd vser called vendor and added an additional 5 to line, new gty 13 10. Item price 53, increase line item toat] form 525 to 550.

Have vou made contact with the vendor? (Give brief dezcription of contact and perzon'z name and contact info - phone, fax or email addrez=)

No

Send to Vendor? YES or WO (Procursment Services Use Only) Mew PO Total: 5
DECREASE INCREASE
Accovnt # AMOUNT TO Arcount # AMOUNT TO
Cost CanterWerk GL Account Statistical Cost CanterWork | GL Account Statistical
FUND (8) OrderWEEE (107 (6} Internal Order DECREASE | FUND (8) OrderWBEE (107 (&) Internal Order NCEEASE
41010000 BOD00XRNNN 524125 §75.00
Approved - Dept. Date |Approved - Comptroller Da| Approved - Procorement  Dalf Approved - Procurement Daf FOR PROCTUREMENT USE ONLY
<550,000 250,00 to S100,000 CM Sent:
need dept approval zignature need comptroller approval zig Conf Dlate:
Approved - Dean/Admin. Date |Approved - SVP&T Datd Approved - Procurement  Dall Approved - Procurement Da Inw Date:

>$100,000

>$200,000

Elocked Invoice Fpt:

Frocessed Date:

Freparer should complete shaded areas. Incomplete or inaccurate forms may be returned ko the preparer.

Please send completed form to Procurement Senvices, FREH

me23n note




PURDUE REQUEST TO CHANGE PURCHASE ORDER/FUNDS COMMITMENT

Frocurement Services F26 Rew. 711 EX_AMPLE

Vendor
Purchase Order or Funds 39999999 Name & ABC Co Inc/99999
Commitment Number )
Prepared by Susie Clerk Procurement Services 4n7 o
Mame Liepartmenl S uiiaing FPhone Lare Frapared
I:I Change Account Distribution I:I Delete line item I:I Decreaze Qtyv or Price (Uze for Limit PO Decreazez)
| Fill in both Decrease and Increase cost Fill in Dizcrease cost assiznment IFill in Da{:raa'li cost azsiznment

assignment and amount boxes below. and amovnt boxas below and amovnt boxes below
The amounts must match.

I:I Cancel Order and Full Commitment I:I Authorize Release of Blocked Payvment |E| Increaze Qty or Price (Uze for Limit PO Increazes)
Fill in Diecreaze cost assiznment Fill in Increasze cost assignment Fill in Increase cost assignment

and amount boxes below and amount boxes below and amount boxes below
Explanation: Be very specific (Line #'s, current and new § amounts and gty)

Line item #2 Vendor called and price on PO is incorrect. The new price is 3700 2a which 13 5200 =a more than the PO gty 15 4. Update PO from 52 800 to 53, 600.

Have vou made contact with the vendor? {Give brief dezcription of contact and perzon'z name and contact info - phone, fax or email addrez=)
Yes, Bally Vendor svifipurdue. ade 7/1/11 callzd and zave mes the new price. She iz waiting for an updated PO in order to releaze the zhipment, RUSH

Send to Vendor? YES or WO (Procursment Services Use Only) Mew PO Total: 5
DECREASE INCREASE
Apcount # AMNOUNT TO Account # AMNOUNT TO
Cost CenterWork GL Account Statistical Cost CenterWork | GL Account Statistical
FUND (8) OrderWHSE (107 (6) Internal Ordar DECREASE | FUND (8) OrderWESE (107 (6) Internal Order IMCREASE
SZ010000 c. 40, 1055X% 524115 S800.00
Approved - Dept. Date |Approved - Comptroller Da| Approved - Procorement Daff Approved - Procurement Da FOR PROCTUREMENT USE ONLY
<550,000 550,00 to 3100,000 AN Sent:
need dept approval =zignature need comptroller approval =ig Conf Dlate:
Approved - Dean/Admin. Date |Approved - SVEP&T Datd Approved - Procurement Dafl Approved - Procurement Draf Inw Date:
>E100,000 >3200,000 Elocked Invoice Rpt:
Processed Date:
FPreparer should complete shaded areas. Incomplete or inaccurate forms may be returned to the preparer. ma23n note 5
Flease send completed form to Procurement Senices, FREH




Example — Decrease/Cancel
Limit PO

Link to example form

http://www.purdue.edu/procurement/xls/F26 Decrease Limit P
O Example . XLS
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http://www.purdue.edu/procurement/xls/F26_Decrease_Limit_PO_Example.XLS
http://www.purdue.edu/procurement/xls/F26_Decrease_Limit_PO_Example.XLS

PURDUE REQUEST TO CHANGE PURCHASE ORDER/FUNDS COMMITMENT

Procurement Services F26 Few. 711 EX_AMPLE

Vendor
Purchaze Order or Funds 3990080900 ::':Ei ABC Co Inc/99999
Commitment Number )
Prepared by Susie Clerk Procurement Services 4279 omm
Mame Lrepartmeniduifaing Fhone fiate Frepared

I:I Change Account Distribution I:I Delete line item IEI Decreaze Qty or Price (Uze for Limit PO Decreazez)
Fill in both Decrease and Increase cost Fill in Dizcrease cost assiznment IFill in Da-{:raa'li. cost assiznment
assignment and amount boxes below. and amount boxes below and amount bowxes below
The amounts must match.

|:| Cancel Order and Full Commitment I:I Authorize Release of Blocked Payment |:| Increaze Qty or Price (Uze for Limit PO Increazes)
Fill in Decrzass cost assiznment Fill in Increasze cost assiznment Fill in Increase cost assignment

and amount boxes below and amount boxes below and amount boxes below
Explanation: Be very specific (Line #'s, current and new % amounts and gty)

Original amount of Limit PO S100,000 only 575 000 has been vsed and the timeframe has expired for the Limit PO. Cancel remaining 5235 000.

Have you made contact with the vendor? (Give brief dezcription of contact and perzon's name and contact info - phone, fax or email addrez=)

No

Send to Vendor? YES or MO (Procurement Services Use Only) Mew PO Total: 5
DECREASE INCREASE
Arcovnt # AMOUNT TO Account # AMOUNT TO
Cost CenterWork GL Account Statistical Cost CenterWork | GL Account Statistical
FUND (8) Orrder WESE (107 (6) Internal Order DECREAZE | FUND (8) Order/WEBSE (107 (6) Internal Order INCEEASE
21000000 40090 514125 S25,000,00
Approved - Dept. Date |Approved - Comptroller Da| Approved - Procurement  Dafl Approved - Procurement Daf FOR PROCTUREMENT USE ONLY
<530,000 530,00 to S100,000 Cin Sent:
need dept approval zignature need comptroller approval =ig Conf Date:
Approved - Dean/Admin. Date |Approved - SVPAT Datd Approved - Procerement  Dall Approved - Procurement Draf] Inw Diake:
>5100,000 >E200,000 Elocked Invoice Rpt:
Frocessed Date:
Preparer should complete shaded areas. Incomplete or inaceurate forms may be returned to the preparer. me23n note p7
Please send completed form to Procurement Services, FREH




Example — Increase Limit PO

Link to example form

http://www.purdue.edu/procurement/xIs/F26 Increase Limit PO
Example . XLS
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http://www.purdue.edu/procurement/xls/F26_Increase_Limit_PO_Example.XLS
http://www.purdue.edu/procurement/xls/F26_Increase_Limit_PO_Example.XLS

PURDUE

Procurement Services F26 Few. 711

Purchaze Order or Fund:=
Commitment Number

39999999

Vendor
Name &

Number

Prepared by Susie Clerk

Procurement Services

Mamre
I:I Change Account Distribution
Fill in both Decreasze and Increase cost

] aszignment and amount boxes below.

The amounts must match.
|:| Cancel Order and Full Commitment

Fill in Decrzass cost assiznment

and amount boxes below

[]
[]

REQUEST TO CHANGE PURCHASE ORDER/TFUNDS COMMITMENT

EXAMPLE

ABC Co Inc/99999

47279 yoar ...

frepartmentiBuiaing

Delete line item
Fill in Decrzaszs cost assiznment
and amount boxes below

Authorize Release of Blocked Payment

Fill in Incrzases cost assiznment
and amount boxes below

Explanation: Be very specific (Line #'s, current and new % amounts and gtv)

Original amount of Limit PO S100, 000 adding S50, 000 for remaindar of time frame. New Total $150 000

]

FPAcae frate FPrepared
Decreaze Qty or Price (Uze for Limit PO Decreazez)
Fill in Diecrzase cost assiznment

and amount boxes below

Inecreaze Qty or Price (Uze for Limit PO Increazez)
Fill in Incrzase cost assiznment
and amount boxes below

Or

Original amount of Limit PO S100, (000 have added S50, 000 previously and adding additional S50, 000 for remaindar of time frame. Naw Total S200, 000

Have you made contact with the vendor? (Give brief dezcription of contact and perzon's name and contact info - phone, fax or email addrezs)

HNo

Send to Vendor? YES or WO (Procurement Services Use Only)

MNew PO Total: 5

DECREASE INCREASE
Apcount # AMOUNT TO Apcount # AMOUNT TO
Cost CenterWork GL Account Statistical Cost CenterWork | GL Account Statistical
FUND (3} CrrderWESE (10) (&) Internal Order DECREASE | FUND (8) CrrderWESE (107 (6) Internal Order INCREASE
21010000 40090IRN 514115 S50,000.00
Approved - Dept. Date |Approved - Comptroller Da| Approved - Procurement  Daf Approved - Procurement Daf FOR PROCUREMENT USE ONLY
<550,000 350,00 to S10:0,0:00 Cifd Sent:

need dept approval zignature need comptroller approval zig Conf Date:
Approved - Dean/Admin. Date |Approved - EVPAT Datd Approved - Procorement  Dal Approved - Procurement Diaf Inw Date:

>$100.000

>$200,000

Elowcked Invoice Fpt:

Processed Date:

Preparer should complete shaded areas. Incomplete ar inaccurate forms may be returned ta the preparer.

Please send completed form to Procurement Services, FREH

me23n note 9




How do | know If the F26 has been
processed?

View note in me23n
View the F26 in webview

Not all requested changes will be visible in
SRM or me23n



http://www.purdue.edu/business/bstraining/BPM/pdf/QRCs/SRM/QRC_Create-View_a_Note_in_t-code_me23n.pdf
https://pudi.itap.purdue.edu/ibpmweb/Client/Framework.asp?T=1311534867000&AWS=0&AWPTCOL=https%3A

Resources

Link to SRM HOMEe — links to Process documentation, Training -
online and instructor-led, Log-in to SRM, QRC’s
http://www.purdue.edu/business/procurement/SRM/index.html

Procurement Services Home page — links to recent

and archived b@p news articles
http://www.purdue.edu/business/procurement/index.html

University Forms website (Procurement)

https://www?2.itap.purdue.edu/BS/Business Forms/Depart forms.cf
m?department=Procurement+Services&submit=Submit

business@purdue website (Buying)

https://www2.itap.purdue.edu/bs/BPP/public/view_modulelnformati
on.cfm?view=mod83&name=Procurement/Supplier%20Relationshi

p%20Management%20(SRM)
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http://www.purdue.edu/business/procurement/SRM/index.html
http://www.purdue.edu/business/procurement/index.html
https://www2.itap.purdue.edu/BS/Business_Forms/Depart_forms.cfm?department=Procurement+Services&submit=Submit
https://www2.itap.purdue.edu/BS/Business_Forms/Depart_forms.cfm?department=Procurement+Services&submit=Submit




