[image: image1.wmf]ORLEANS PARISH SCHOOL BOARD
             FINANCIAL SERVICES DEPARTMENT
FINANCIAL SERVICES CHANGE NOTICE REQUEST
DATE: ________________________________
P. O. #: _______________________________                VENDOR #: ________________________________

REQ. #: _______________________________                VENDOR:    ________________________________
BD. APPROVED DATE: ________________                ADDRESS: _________________________________








        CITY/STATE/ZIP: ____________________________
NEW TOTAL: __________________________


Add Line ____________
Quantity _________

Price ___________
Amount ____________

Add Line ____________
Quantity _________

Price ___________
Amount ____________

Close Line __________
Quantity _________

Price __________
Amount ____________

              JUSTIFICATION

INCREASE COST FOR ADDITIONAL ITEMS AND/ OR SERVICES RENDERED AS PER CONTRACT AND/ OR PURCHASE ORDER. 
To Budget Code: _____________________________________________________________________

Budget Code: ________________________________________________________________________

APPROVED BY: ___________________________________ Date: _______________________



     Tim Russell, Comptroller

APPROVED BY: ___________________________________ Date: _______________________

                               Gregory J. Becnel, Special Revenue Director

APPROVED BY: ___________________________________ Date: _______________________

                               Stan Smith, Chief Financial Officer
REVIEWED BY:  ___________________________________ Date: _______________________ 
                                Leslie Rey, Purchasing/Ancillary Services Director
