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Part 11 Chapter 26
Agency Change Orders

Requirements. This procedure must be used by agencies when a correction or a

change to an agency purchase order (PO) is required. Change Orders cannot be
issued by agencies to change Department of General Services statewide
requirements contracts or Purchase Orders.?*

B. General.

1. Agencies are required to complete a Change Order form. Change Orders are
only issued for encumbered documents.

2. Change(s) to POs are required for any of the following:

a.

b.

Change of shipping address.
Change of supplier’s address.
Change in discount.

Change in delivery date.

Change in unit of purchase.
Correction of method of shipment.
Correction of account code.

Overshipments which exceed the Ilimitations imposed by Part 1l
Chapter 28 of this Handbook.

Undershipments which exceed the limitations imposed by Part Il
Chapter 28 of this Handbook.

A voluntary price reduction is offered by the contractor.

When a change in the name of the contractor occurs, but the federal
identification number remains the same.

To make a change to the PO that falls within the scope of the contract
or PO.

To exercise an option to purchase or early payment option.

To exercise any renewal or extension of terms options.

111-18-2016: Entire Chapter amended to include new requirements.

Pt Il Ch 26 —Pg 1 of 2


http://www.dgs.pa.gov/Documents/Procurement%20Forms/Handbook/Pt2/Pt%20II%20Ch%2028%20Procurement%20Overshipment%20and%20Undershipment.pdf
http://www.dgs.pa.gov/Documents/Procurement%20Forms/Handbook/Pt2/Pt%20II%20Ch%2028%20Procurement%20Overshipment%20and%20Undershipment.pdf

Revised: November 18, 2016

o. To modify the time of performance that does not alter the scope of the
contract or PO to extend the completion date beyond the expiration
date of the contract or PO or any renewals or extensions.

C. Agency Procedures.

1. Agency prepares the Change Order.

2. Agency updates or corrects the PO to reflect the Change Order.

3. Agency sends a copy of the Change Order to the contractor.
References:

1. Part 1l Chapter 28, Procurement Overshipment and Undershipment
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