Process Instructions

Amendment

~This process is used only when Consultant Services is NOT writing your contract~

1. Fill out Contract Process Start Form (CPS) and have it signed by Consultant Coordinator
2. Complete and sign the Amendment Cover Sheet-Delegated OR the Amendment Cover Sheet-Delegated for all Contracts over $5K (excluding Interagency Contracts)
3. Send above (CPS, Encumbrance Sheet, Amendment Cover Sheet-Delegated OR the Amendment Cover Sheet-Delegated (2 copies)), along with a copy of the original contract, a copy of the original Certification Form, copies of any previous amendments, and copies of any previous Amendment Pre-approvals and/or Amendment Cover Sheets to CS.  CS will route the applicable Amendment Cover Sheet and return it to you.
4. Write the Amendment
5. Review/check your amendment using the Contract Check List 
6. Send to CS for review along with a copy of the original contract
7. Make corrections/changes from review

8. Make 5 copies – front page of each YELLOW

9. Send 5 copies to Contractor with cover letter: Signature Letter-Contractor
10. When the Amendment is received back from the Contractor, send all 5 copies to Dalia Jorge with a fully filled out Encumbrance Form, applicable signed Amendment Cover Sheet, a copy of the original contract, a copy of the original Certification Form, copies of any previous amendments, and copies of any previous Amendment Pre-approvals and/or Cover Sheets.
11. When fully executed Amendment comes back, send Amendment with the Notice to Proceed to Contractor

12. Send 1 copy to Project Manager

13. ALL FILE DOCUMENTATION to CS

