
		March 16, 2017
Memorandum
To:	Purchasing
CC:	
From:	Mandeep Brahmbhatt
Date:	3/16/2017
Re:	Change Order Justification PO# ________________
Please accept this memo as a justification for a change order request to PO# _________. This PO currently__________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________. 
SPS is interested in expanding/increasing _____________________________________________ _____________________________________________________________________by_________. 
[bookmark: _GoBack]The current ___________ PO is $________. The total amount for the new good/service is $______bringing the new PO total to $__________.
If further assistance is needed, please call Mandeep Brahmbhatt at 212-854-4515.
Thank you.
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