INTERDEPARTMENTAL COMMUNICATION

 

 

To:

Purchasing Department

 

From:


 

Date:


 

Subject:
Request for Approval of Overshipment

On Purchase Order No. ______________

 

 

Approval is requested for acceptance of overshipped items listed below:

 

Item # __________
 Qty __________
Desc. ______________________________

 

Item # __________
 Qty __________
Desc. ______________________________

 

Item # __________
 Qty __________
Desc. ______________________________

 

Item # __________
 Qty __________
Desc. ______________________________

 

Item # __________
 Qty __________
Desc. ______________________________

 

Item # __________
 Qty __________
Desc. ______________________________

 

Item # __________
 Qty __________
Desc. ______________________________

 

 

Remarks: _____________________________________________________________________

 

______________________________________________________________________

 

______________________________________________________________________

 

 

Department Approval _________________________________

 

 

Purchasing Approval _________________________________

