CHANGE ORDER FORM – OfficeMax/Stationery Internet Account Authorization

Today’s Date:



____________________________________________________

Return to:



Deanna Tam, Purchasing Coordinator, Adm. 361

From Dept:



_____________________________________________________

User Name:



_____________________________________________________

As the responsible official, I authorize the following changes to the Department’s OfficeMax-Stationery Internet Existing Account.

Complete only areas you want changed.

[image: image1.png]



User/Orderer Name

	
	
	
	User/Orderer name
	
	Email Address

	Change from:
	
	
	
	
	

	
	
	
	User/Orderer name
	
	Email Address

	Change to:
	
	
	
	
	

	
	
	
	
	
	
	

	PeopleSoft Chartfield
	
	
	
	
	

	Add or Delete
	
	Fund
	Department ID
	Project
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Authorized Approvers

Order and invoice approval will be forwarded via e-mail to (Can not be the same person creating the order):

	Change from Approver 1
	To: Approver name #1
	Title
	Email
	Ext

	
	
	
	
	

	Change from Approver 2
	To: Approver name #2
	Title
	Email
	Ext

	
	
	
	
	


Responsible Official Signature:

________________________________________________________________________________________

(Must be Department Head Administrator)

Please type name, title and department:

________________________________________________________________________________________

FOR PROCUREMENT USE ONLY

Verification of Delegation: ________________________________________________________________

