POA FORM INSTRUCTIONS  

If the POA form is incomplete or has incorrect information it will be returned to the requestor.
To complete the Header please review the Purchase Order not the Requisition for the information needed:


· Vendor: As listed on the Purchase Order not the Requisition

· Department: Print department name

· Request Date: The date you are preparing the POA

· PO Number: The Purchase Order not the Requisition

· Buyer: As listed on the PO in PeopleSoft

· Amendment No: If not the first POA, please review the PO in PeopleSoft* for Amendment No. 

ACTION REQUESTED
1. Change in Pricing per line, without tax: please review the PO in PeopleSoft* not the requisition, if the amounts do not match, the POA form will be returned to the Requestor. 

GO TO: Box 4, 5 & 7
2. Change in Quantity per line: increasing or decreasing the quantity does not require you to fill out Box 1 for a change in Pricing as it will be reflected in Box 5 “Adjustment Amount”.

GO TO: Box 4, 5 & 7

3.  A & B.  Add New Line.  Enter amount without tax:  Must include a justification (i.e. shipping, extra cost for that service) as to why a new line is being added.

GO TO: Box 5 & 7

4. Change to Original Chartfield: if checking “YES” you must verify the balance available to move.  If the PeopleSoft* amount does not match the POA form it will be returned to the requestor.

GO TO: Box 5 & 7

5. All Other Specifications, Terms and Conditions Remain the Same:
· Original Purchase Order Total With Tax

· Adjustment Amount With Tax

· Amended Purchase Order Total with Tax

GO TO: Box 7

T
CLOSING A PURCHASE ORDER
6. If checking the box for:

· Close Purchase Order: Requestor must verify that there has not been receiving or payments have been posted against this purchase order.

· Close Remaining Balance of Purchase Order: Requestor must verify with Accounts Payable that there are no pending payments or invoices against the current encumbrance and check PeopleSoft** for remaining balance.

· Close Zero Balance Purchase Order:  Requestor must verify there are no pending payments.

GO TO: Box 7
7. Must complete the following:

· POA Requested by: Name and extension of person completing form who has verified all the information.

· Approving Authority Printed Name and Signature: Must have fiscal authority for the Fund & DeptID as it        appears in PeopleSoft*.

 * To review your PO in PeopleSoft please review page 40 of the Online Requisition Training Manual Ver 9.0, Appendix A – Inquiries Matrix – Purchase Order.
** To review your remaining balance in PeopleSoft please review page 21 of the Finance Inquiry & Reports Training Manual Ver 9.0 “CSU PO Remaining Balance Inquire”.
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PROCUREMENT & SUPPORT SERVICES
PURCHASE ORDER AMENDMENT
	
	Vendor:
	     
	PO Number:
	     

	
	Department:
	     
	Buyer: Check PeopleSoft 
	     

	
	Request Date:
	     
	Amendment No.:
	    

	
	ACTION REQUESTED

	1
	 FORMCHECKBOX 
 Change in Pricing per line, 

      without tax
Go to # 4, 5 & 7
	Line Item #
	  
	From  
	     
	To  
	     

	
	
	Line Item #
	  
	From  
	     
	To  
	     

	
	
	Line Item #
	  
	From  
	     
	To 
	     

	
	
	Line Item #
	  
	From  
	     
	To 
	     

	2
	 FORMCHECKBOX 
 Change in Quantity per line
Go to # 4, 5, & 7
	Line Item #
	  
	From Qty
	       
	To  Qty
	       

	
	
	Line Item #
	  
	From Qty
	       
	To  Qty
	       

	
	
	Line Item #
	  
	From Qty
	       
	To Qty
	       

	
	
	Line Item #
	  
	From Qty
	       
	To Qty
	       

	3

A
	 FORMCHECKBOX 
 Add New Line.  Enter

amount without tax. Must

include a justification as to why a
new line is being added.
	Justification (i.e. shipping, extra cost on printing services, etc.):      

	
	
	New Line Item #
	  
	Description
	     

	
	
	 
	Qty
	     
	Price
	     
	Ext Amt
	     

	
	Chartfield for new line
Go to # 5 & 7
	Account
	Fund
	Dept.
	Program
	Class
	Project
	Amount

	
	
	     
	     
	     
	     
	     
	     
	     

	3
B
	 FORMCHECKBOX 
 Add New Line.  Enter

amount without tax. Must

include a justification as to why a
new line is being added.
	Justification (i.e. shipping, extra cost on printing services, etc.):      

	
	
	New Line Item #
	  
	Description
	     

	
	
	
	Qty
	     
	Price
	     
	Ext Amt
	     

	
	Chartfield for new line
Go to # 5 & 7
	Account
	Fund
	Dept.
	Program
	Class
	Project
	Amount

	
	
	     
	     
	     
	     
	     
	     
	     

	4
	Change to Original Chartfield

 FORMCHECKBOX 
 Yes      FORMCHECKBOX 
 No              From:

Must verify the balance available

to move.                                To :

Go to # 5 & 7
	Line Item #
	Distribution
	Account
	Fund
	Dept.
	Program
	Class
	Project
	Amount

	
	
	     
	     
	     
	     
	     
	     
	     
	     
	     

	
	
	Line Item #
	Distribution
	Account
	Fund
	Dept.
	Program
	Class
	Project
	Amount

	
	
	     
	     
	     
	     
	     
	     
	     
	     
	     

	5
	ALL OTHER SPECIFICATIONS, TERMS AND CONDITIONS

REMAIN THE SAME.
	Original Purchase Order Total With Tax :
	     

	
	
	Adjustment Amount (+ or -) With Tax :
	     

	
	
	Amended Purchase Order Total With Tax :
	     

	
	CLOSING A PURCHASE ORDER 

	6
	 FORMCHECKBOX 
 Close Purchase Order- No receiving or payments have been posted against this purchase order.

 FORMCHECKBOX 
 Close Remaining Balance of Purchase Order- I have verified with Accounts Payable that there are no pending payments or invoices against the current encumbrance. 

 FORMCHECKBOX 
 Close Zero Balance Purchase Order                        Go to 7
	Original Purchase Order Total 
	     

	
	
	Total Amount of Payments to Date 
	     

	
	
	Balance to be Disencumbered
	     

	7
	POA Requested by:
	     
	Extension:       

	
	Approving Authority Printed Name:
	     
	Extension:       

	
	Approving Authority Signature
	(
	Date:       

	
	Procurement Signature
	(
	Date:       


�
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