[image: ]STATE OF UTAH - DEPARTMENT OF ADMINISTRATIVE SERVICES
Division of Purchasing & General Services
3150 State Office Building, Capitol Hill, Salt Lake City Utah 84114-1061 
Phone: 801-538-3026 Fax: 801-538-3882   www.purchasing.utah.gov

PURCHASE ORDER CANCELLATION FORM
	Agency:
	     

	Contact Person and Title:
	[bookmark: _GoBack]     

	E-mail address:
	     

	Phone number:
	     

	Date:
	     

	Solicitation No.:
	     

	Purchase Order No.:
	     

	Contractor’s Name:
	     

	Date of Purchase Order:
	     

	

	Please provide a justification for cancelling the purchase order. 

	     

	

	Has Contractor been notified in writing that the purchase order has been cancelled?

	|_|  Yes or  |_|  No.

	

	Date of Cancellation:
	     



	Cancellation Approved by:

	Agency
	
	Division of Purchasing

	
	     
	
	

	Signature
	Date
	
	Director
	Date

	     
	
	Division of Purchasing and General Services

	Type/Print Name of Signer
	
	



Note: When submitted by email, type requestor's name on the signature line. The email will constitute the electronic signature.
(Rev. 01/2015)
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Agency:             

Contact Person and Title:             

E - mail address:             

Phone number:             

Date:             

Solicitation No. :             

Purchase Order No. :             

Contractor’s Name:             

Date of Purchase Order:             

 

Please  provide a   justification for cancelling the purchase order.   

           

 

Has  Co ntractor been notified  in writing  that the purchase order has been cancelled ?  

   Yes or       No.  

 

Date of  Cancellation:             

 

Cancellation   Approved   by :  

Agency   Division of Purchasing  

              

Signature  Date   Director  Date  

            Division of Purchasing   and General Services  

Type/Print Name of Signer    

  Note: When submitted by email, type requestor's name on the signature line. The email will  constitute the electronic signature.  

