PROCESS INSTRUCTIONS /

AMENDMENT
CONTRACT FILE DOCUMENTATION



	Step #
	Process Instructions
	Document(s) needed for Contract File
	CS will scan
	Copy CS on    E-mail
	E-mail Scanned Documents

	1

CPS
	· Complete the Contract Process Start Form (CPS). 

· Obtain the signature of Consultant Coordinator or person in charge of the funds.  

· Send the completed CPS form to Consultant Services, Mail Stop 680 for Contract initiation.  Refer to next step for any additional documentation that will be needed.
	CPS Form
	
	
	X

	2

Amendment Coversheet
	· For all contracts over $5,000 (excluding Interagency Agreements) prepare and sign the appropriate Amendment coversheet:
· Amendment Cover Sheet – Delegated: Complete this form when amending a contract that is NOT a single source and does NOT exceed $1 million. Send the completed CPS form and ONE copy of the Cover Sheet (signed by you) to Dalia Jorge in CS, along with ONE copy of the following, as applicable: Original Contract; Original Certification Form; previous Amendments; and previous Amendment Pre-Approvals and/or Cover Sheets (Note, electronic copies will NOT be accepted). CS will route the Cover Sheet for approval and return the executed copy to you. You cannot proceed to Step 5 until the Delegated Cover sheet has been approved.
· Amendment Cover Sheet – Non-Delegated: Use this form when amending a contract that IS a single source, DOES exceed $1 million or is a work order contract under $250,000.  Proceed to the next step.  This coversheet will be sent in on a future step.
	Amendment Coversheet – Delegated
Amendment Coversheet – Non-Delegated
	X
	
	

	3

Draft Contract Documents
	· Prepare your amendment using the Amendment Form. Be sure to also revise the contract exhibits, as appropriate (scope of work, budget, invoice form, progress report form, etc.).
	
	
	
	

	4
Contract Review 
	· Review/check your entire contract using the Contract Check List.

· If desired, e-mail the complete contract to Melissa Brand in CS for review.  

· Following review, incorporate any corrections/changes into the contract.
	
	
	
	

	5

Signature Process

[Contractor]
	· Once your contract has been reviewed and finalized, e-mail the appropriate documents to the Contractor for signature, as follows:

· Address an e-mail to your Contractor’s Project Manager, copy PTinbox.dot@state.mn.us (or in the Outlook Address Book it is named *DOT_PTinbox).
· Copy and paste the text from the Contractor Signature Letter into the body of the e-mail.

· Make the appropriate revisions/fill in the blanks.
	Contractor Signature E-mail
	
	X
	


	Step #
	Process Instructions
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	CS will scan
	Copy CS on    E-mail
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	6

Signature Process

[MnDOT]
	· When the amendment is received back from the Contractor, send TWO copies (make sure that the front page is on yellow paper) to Consultant Services, Mail Stop 680, along with the following, as applicable: a fully filled out Encumbrance Form; an Amendment Cover Sheet (signed, if applicable); the Original Contract; the Original Certification Form; any previous Amendments; and any previous Amendment Pre-Approvals and/or Cover Sheets (Note, electronic copies will NOT be accepted). CS will route the amendment for approval and e-mail the executed copy back to you.
	Encumbrance Form (final)
	X
	
	

	7

Notice to Proceed
	· When the contract is executed, e-mail the executed amendment back to the Contractor for their records, as follows:

· Address an e-mail to your Contractor’s Project Manager, copying the MnDOT Project Manager and PTinbox.dot@state.mn.us (or in the Outlook Address Book it is named *DOT_PTinbox).
· Copy and paste the text from the Notice to Proceed letter into the body of the e-mail.

· Make the appropriate revisions/fill in the blanks.

· Attach a PDF version of the entire executed amendment, along with a Word version of the amended Invoice and amended Progress Report forms, as applicable, for their use.
	Notice to Proceed E-mail
	
	X
	

	8

Contract Files
	· E-mail any outstanding amendment documentation to PTinbox.dot@state.mn.us (or in the Outlook Address Book it is named *DOT_PTinbox) in CS to be entered into EDMS, the official amendment “file”. This may include:
· Insurance Certificate(s)

· Amended Subcontractor Agreement(s)
	All other pertinent contract documentation
	
	
	X 
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