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	Change Request Worksheet



E-mail Completed Worksheet (with DA-1) to: contractadmin@adm.idaho.gov 


	1. Contract Number:
	2. Contract Name:

	
	

	3. Description of Change:

	

	4. Reason for Change:

	

	5. Impact on Deliverables/Timelines:

	

	6. Priority (check one):

	☐ Low (>4 weeks)
	☐ Medium (2-4 weeks)
	☐ High (1-2 weeks) 
	☐ Other (Click or tap to enter a date. )

	7. Other Information:

	



***Instruction Sheet Follows***


Instruction Sheet

The purpose of this worksheet is to serve as a template for agencies when providing information to DOP for changes to contracts administered by DOP. The information you provide will help DOP determine if the change is allowed and to help develop the amendment document.

Below are the instructions for each field listed on page 1 of this worksheet. At a minimum, complete fields 1-6 and email to DOP’s Contract Administration Team (ContractAdmin@adm.idaho.gov) with a completed DA-1.

	Field #
	Instruction

	1
	Enter the full contract number as shown on the original signed contract document

	2
	Enter the full contract name as shown on the original signed contract document

	3
	Provide the details for the requested change(s) including the following:
· Identify the document and section of the contract being changed 
· Copy/Paste the original language and redline your changes
· For replacing a document in full, enter “see attached”, and include the redline document as an attachment.
· For price changes, attach a letter or quote from contractor plus any additional documentation required by the contract 

	4
	Provide a detailed reason for the change(s). This field can be used to explain why the change is needed and the impact if the change is not allowed. If the contract explicitly says or contemplates the change, reference the document and section of the contract that allows the change.

	5
	Review the contract’s deliverables and timelines and whether any requested changes are going to impact them. Verify with the contractor, and if there are any impacts, describe them here and address any changes needed just like in Field 3.

	6
	Select the appropriate priority you are requesting the amendment be completed. 
We will do our best to complete your request in the desired timeframe. However, we may not be able to meet your needs depending on volume of requests and other agency priorities. Also, please note that the average timeframe for amendments is approximately 3-4 weeks.

	7
	This field is optional - provide any additional information that you feel may help the DOP Contract Administration Team processes your request.
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