CONTRACT AMENDMENT CHECKLIST

All contract AMENDMENTS (which require Division of Purchasing approval) must include at a minimum the following items:

                
Standard State Purchasing Contract Amendment Form, or similar format

                
Amendment #

                
Contract #

                
Name of State Agency

                
Name of Contractor

                
If amending contract period: the original starting date of contract, the current ending date, and the amended (new) ending date. If there are no changes, then “No Change” may be listed under new ending date.   

                   
If amending the contract amount: the current contract amount, the amendment amount, and amended (new) contract amount (current contract amount plus the amendment amount). If there are no changes, then “No Change” may be listed under new contract amount.
                
Other changes to the contract (if any)

                
Attachment:
Scope of Work with the details of the contract costs and services, if costs/services are changing.  Include breakdown on costs (hourly rates, price lists, costs per task) to be paid 

                
Effective date of amendment

                
Signature Block for Contractor (and signature)

                
Signature Block for Agency (and signature)

                
Signature Block for Purchasing

                
Signature Block for Finance

                
Signature Block – If signatures are on second page, the header on second page must contain the state agency, vendor name, and the contract number. Do not split the signature block between pages.
                
Two copies of Amendment  (1. Agency's copy, 2. Purchasing copy)


(Note: Agency is responsible to give a copy to Contractor – either electronic or hard copy.)
Items marked with an x indicates items missing from your contract amendment.

Please add these items to your contract amendment and return the corrected contract amendment  to:  Division of Purchasing,  Mailbox:141061 
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