
 
 

 
 
 
 

 

 
Inventory Adjustment Sheet for Work Order Stock Errors 

 
Use this form if you a close work order that has stock items associated with it and then you discover that 
the wrong quantity was entered.  For instance, you might add stock number 08-0040 in the quantity of 
two and then lock the work order. Those two items are then removed, in real time from the purchasing 
software.  However, after finishing the work order you realize that the correct quantity was one.  When 
you unlock the work order and change the quantity to one, it does not reverse the information in the 
inventory system.   
 
So in addition to unlocking the work order and making the change, you will need to complete the form 
below and fax to 594-8858 or email it to Purchasing so that the inventory can be adjusted. 
 

Property Name  

Property Number (i.e. 301, 312, et cetera)  

Work Order Number  

Stock Item Number (i.e. 00-0000)  

Quantity to be added back to your inventory  

 
 
Signed by              
 
 
 
              
             
 

Purchasing Division Usage Only 
 

Physical Count Adjustment made by  

Date  

 
 


