
 New York State Loan Program: 
Authorization to Issue a Change Notice

Exchange above items for the following (items must be from the same vendor):

Non-Public Schools Unit 
65 Court Street, Room 1402  
Brooklyn, NY 11201 
Tel.: (718) 935-3650 
Fax: (718) 935-2171 
NPS@schools.nyc.gov

School Name:

Date:

E-mail Address:

Items to be exchanged (copy exactly as it appears on original order):

Item No. Description Unit of 
Measure

Units  
Ordered

Net Price  
Per Unit Amount

Units Ordered: Amount:

Order Date: Purchase Order No.:Vendor:

Item No. Description Unit of 
Measure

Units  
Ordered

Net Price  
Per Unit Amount

Units Ordered: Amount:

Brief Reason for 
Change Notice:

Revised 2/8/13

Value of 
Original Order:

Net Change in Order 
Value (if any): Amount:

Telephone No.:

Value of 
New Order:

Name:

DOE Location Code:

Decrease
Increase

Signed By

Please fax or e-mail completed form to the Non-Public Schools Unit (contact information listed above).

mailto:NPS@schools.nyc.gov?subject=Authorization%20to%20Issue%20a%20Change%20Notice

 New York State Loan Program:
Authorization to Issue a Change Notice
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Please fax or e-mail completed form to the Non-Public Schools Unit (contact information listed above).
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