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Decreasing Quantity, Amount, or Deleting a Line on a Req.

	1.  
	Begin by reviewing the Requisition that you would like to change.

See detailed steps in "Viewing Requisition Information/Status" topic.

	2.  
	The Requisitioner will send the request via e-mail to the Procurement Department. 

If the items have not yet been received/vouchered/paid, then the procurement department will be able to decrease an amount or quantity, and/or delete a line item on the purchase order. 

Please note that you cannot have a negative amount in the requisition. The Requisitioner must create a new requisition.You must send an e-mail to the Buyer and note the original requisition to be attached to the PO#.

	3.  
	You have successfully requested changing an amount on a requisition.

End of Procedure.
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