Purchase Orders generated from the One Time Acquisitions Unit are on the PIN version of the Std. 65 (STD.65 PINDEL). A copy of the purchase order is sent to the vendor, the Ship To and the Charge To addresses that were submitted on the original purchase estimate (Std. 66). 

If there are various shipping locations a copy is sent to the vendor and the Charge to addresses. Copies of the purchase order are not sent to multiple Ship To locations unless an Outlook email distribution list with all the intended recipients was submitted to the buyer. 

Purchase Order Changes
Amendments to original purchase documents are necessary when there is any change or modification to the original document as issued to the supplier. Examples of when amendments are required include a: 

· Change in shipping terms 

· Change in supplier's name 

· Increase or decrease of unit pricing/extended pricing/ overall costs 

· Addition or cancellation of an item or multiple items 

· Change in the description, specifications or substitution of any product 

Purchase Order Change (POC) requests must be submitted using the Purchase Order/Estimate Change Request Form (Std. 96)
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