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PURCHASE ORDER CANCELLATION 

 

 

School/Location Name________________________  Date ____________________________ 

Requested by: ______________________________  Phone Number ____________________ 

Vendor Name: _______________________________________________________________ 

Purchase Order Number _____________ Purchase Order Date _________________________ 

 

 

 

CANCEL THE REMAINING AMOUNT /CLOSE ORDER: 

Line # ______ Amount to be Cancelled $___________________________________ 
Line # ______ Amount to be Cancelled $___________________________________ 
Line # ______ Amount to be Cancelled $___________________________________ 
Line # ______ Amount to be Cancelled $___________________________________ 
Line # ______ Amount to be Cancelled $___________________________________ 

 

REASON FOR CANCELLATION: 

Line # ______ Reason _________________________________________________ 
Line # ______ Reason _________________________________________________ 
Line # ______ Reason _________________________________________________ 
Line # ______ Reason _________________________________________________ 
Line # ______ Reason _________________________________________________ 

 

 

 


