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The purpose of this policy is to define the process for requesting and approving modifications to purchase of service contracts.

The goal of this policy is to ensure that there is an approval process for amendments that is based upon a programmatic, procedural, contractual, and financial evaluation.

Policy

All requests for amendments to an existing contract shall be made on a Purchase of Service Contract Modification Request form (PSCMR).

All requests shall be reviewed and approved for programmatic effectiveness by the Deputy Commissioner or designee.

All requests shall be reviewed and approved by the Assistant Commissioner for Administration and Systems and confirmed by the Budget Director to ensure that funding is available within the budget of the Department or the allocation to the Departmental subsidiary from which the modification is requested.

Procedures

A. Format

1. The Area Director, designee, or Central Office manager responsible for a contract shall initiate a proposed amendment on a PSCMR form.

2. Requests shall contain a justification for the desired contract changes, date of the proposed changes, and supporting calculations.

3. In instances where the modification seeks additional funding, the Area Director or Central Office Manager shall specify the source of the funds to support the desired changes. 

B. Approval Process

1. Requests shall be submitted by the appropriate Central Office Manager or Area Director to the Director of Purchase of Service for review and approval of the requested contractual changes in accordance with procurement regulations.

2. Upon approval of the Director of Purchase of Service, requests shall be forward to the Deputy Commissioner or designee for review and approval of the requested programmatic changes.

3. Upon approval of the Deputy Commissioner, the request shall be forwarded to the Budget Director, with a copy to the Assistant Commissioner for Administration and Systems for review and approval of the requested fiscal changes.

4. The request with programmatic and fiscal approvals shall then be returned to the Deputy Commissioner/designee for his review and approval.  Upon his approval and if approved the PSCMR form shall be forwarded to the Director of Purchase of Service for developing and processing the amendment indicated.

5. The original copy of the PSCMR form shall be kept in the contract folder for the contract in the fiscal year it was implemented.

6. Upon execution and approval by the Department and the Office of the State Comptroller, a copy of the completed amendment shall be forwarded to the Area Director or Central Office Manager who initiated the amendment.

C. Timetable

1. Requests for modifications to contracts shall be submitted to the Director of Purchase of Service at least four weeks prior to the desired implementation date of the contract change.

2. Programmatic review and approval shall be completed at least three weeks prior to the desired implementation date of the contract change.

3. Administrative and Budget review and approval shall be completed at least two weeks prior to the desired implementation date of the contract change.

4. The Central Office Purchase of Service Unit shall ensure that required MMARS activity occurs prior to the effective date of the requested contract modification.

5. The Central Office Purchase of Service Unit shall generate the document or contact the vendor and request the vendor provide the required documents at least one week prior to the desired implementation date of the contract change.

6. The Central Office Purchase of Service Unit shall route contract amendments, signed by the vendor, to the individuals with amendment review responsibilities prior to transmission of the requested contract modification to the Comptroller's Office and within two days of receipt of the document.

OUTCOME MEASURES/PERFORMANCE INDICATORS

· Purchase of Service Contract amendments are approved by Central Office managers prior to amendment development.

· Resource needs are reviewed and incorporated into financial planning activities.

· All changes to contracts are carefully documented and approved.

· Timely initiation and completion of contract amendment activity enhances the Department’s relationships with its contractors. 
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Department of Youth Services

Purchase of Service Contract Modification Form

This form must be submitted at least four weeks prior to the desired effective date of the requested contract modification.

	Date Prepared: _______________________________
	Submitted By:

_________________________________

	
	

	REQUIRED INFORMATION:
	

	Vendor Name:  
	

	Program Name: 
	

	Contract Document Number:
	SC  DYS  __ __ __ __   __ __ __ __ __ __ __

	Amount of Change: 
	

	Fiscal Year of Change:  
	

	Desired Date of Change: 
	

	Received in Purchase of Service Unit by: _______________________________
	Date: __________________________________________




Describe the changes requested in the proposed amendment.  Provide pertinent information including programmatic needs, calculations used to determine amount of contract modification and outcomes expected by making this change.  Attach additional material if necessary. 

	


Identify the source of funds for this change (Area allocation, offsetting contract amendment).  Please provide information on the annualized cost of this change.  If seeking new resources, indicate how the desired amendment enhances the Department’s ability to implement its Strategic Plan.  

	

	Deputy Commissioner/designee Approval:

_____________________________________
	Date: ________________________________________

	Assistant Commissioner Approval:

 _____________________________________
	Date: ________________________________________

	
	

	Budget Director Approval: 

______________________________________
	Date: _______________________________________

	
	

	Received by Purchase of Service Contract Unit: _______________________________________
	Date: ________________________________________














