
Requestor Change Order 
Contract and Procurement Management 

619-594-5243 



Requestor Change Order (RCO) 
● Basic functions of RCO for an approved 

Purchase Order. The Buyer must provide 
Final Approval of the request. 
  
○ Addition of funds 
○ Reduction of funds 
○ Cancellation of Lines (future functionality), contact 

Buyer to cancel 
○ Soft Close of lines 



Eligible Purchase Order Lines 
● Open 
● Not cancelled 
● Not Finally Closed/Matched 



Addition of Funds - Amount Based 







Required Field 















Reduction and Cancellation of lines 





















Making a line Eligible for Change 
• Line is closed 
• Funds need to added 
• Contacting the Buyer to open the line 

 







Contact the Buyer to Make the requested line eligible 



After the Buyer opens the line repeat the previous steps to this point 

















Soft Close 
• Replaces final close 

















Multiple Requisitions CAN ONLY be acted on ONE AT A TIME 









For Review 
• Requestor can request to: 
• Add funds 
• Reduce funds 
• Cancel lines (future functionality), contact Buyer to cancel 
• Soft close via reduction to invoiced amounts 

 

• Benefits: 
• Less Purchase Order Alterations 
• No more Final Close request 
• A more accurate encumbrance 
• A more secure system with Check and Balances through AME 
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