
I. Purpose 
The purpose of this guideline is to define a procedure for change notices to a purchase order. 

II. Procedure 
Occasionally, when a purchase order is received by the vendor, discrepancies may be discovered in unit 
price, description, catalog numbers or availability. 

Any changes to a purchase order must be documented via comments in FredMart with the appropriate 
paperwork attached. 
 
Any additions to the purchase order that will increase the price must be approved by the account owner 
and possibly the division VP depending on the amount. 
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