Division of Purchases’ Amendment 

Authorization Form


Form Instructions:  This form must accompany amendments being proposed for approval to existing contracts.

	Program Administrator:
	
	Office/Division/Program:
	

	Phone:
	
	CT Number:
	

	Amendment Amount  $:
	
	Revised Agreement Amount: $
	

	Amendment Date:
	
	Revised Agreement End Date:
	

	Provider/Vendor’s Business Name and Address:
	

	VC Number:
	

	Type of Service:


	

	1. Specific Problem or Need for Amendment:
Provide a full description of the amendment (what changes are being made to the contract) AND explain the necessity of the amendment (why the amendment needs to be done).  Amendments are performed to make small changes to the scope of work, extend the termination date and/or change the cost of the agreement.


	

	2. Adjustment in Agreement Amount:
If the amendment includes the addition or reduction of funds, describe how the amendment amount was determined.  If the amendment did not include a change to the agreement amount, state “N/A – this amendment does not modify the agreement amount”.



	

	Approved by 

	

	Date:
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