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I.
Purpose
To provide guidelines in assuring appropriate backup documentation 

to change orders and rebudgeted purchase orders.

II.
Scope

These guidelines apply to all change orders and rebudgeted purchase

                                    orders.

III.
Responsibility


The office assistant serving as receptionist shall assure that every change order and


rebudgeted purchase order (as noted by the department) has the complete original 


file copy purchase order attached to the change order or to the requisition for a 

rebudgeted purchase order from the previous year prior to sending them to the

purchasing agents for processing.

The purchasing agent shall analyze the attached purchase order documentation to 

assure the accuracy of the new transaction; determine and assure that photo copies 

of such pertinent documents are made and attached as backup to the change order 

or rebudget purchase order; and; assure that the original attached purchase order 

documentation is taken back to the filing tray in the receptionist area.

In cases where the receptionist can not tell (by lack of department notes) if a 

requisition is for a rebudgeted purchase order, then the purchasing agent shall 

assure that the complete previous year purchase order documentation is pulled by 

request to the receptionist or through their office assistant.  The purchasing agent 

shall process the rebudgeted purchase order requisition as stated in the previous 

paragraph.
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