CHANGE ORDER
(FORMERLY ADVICE OF CHANGE)

If you need to process a Change Order on a Purchase Order for Professional Services, Procurement Contracts, or QPAs, the guidelines listed below need to be followed:

· Agencies will create the Advice of Change on the Purchase order regardless of the dollar amount (see information below on contracts).

· Enter into PO Activities (blue link on the Main PO panel) a detailed explanation of the changes being made.
· If the change order causes your PO to exceed agency delegation ($75000), you will need to submit an email to IDOA at Profserv@idoa.in.gov and include the following information:

EDS Number of the Executed Contract (if applicable)

Agency Business Unit

The Purchase Order number

PO/Contract Type (QPA, Proc. Contract, Amendment, Renewal, etc.)
Once reviewed and approved by IDOA the Agency will receive confirmation and will need to Finalize, Budget Check and Dispatch the Purchase Order.  

· If the total amount of the purchase order is under the agency’s delegation, the agency will finalize, budget check and Dispatch the purchase order.

· The agency will be responsible for any copies to the Vendor and AP.
 The process for encumbering funds related to a contract amendment or renewal being executed is as follows: 
 When a contract is renewed a line will be added to the original purchase order for the funding covering the renewal period to be encumbered. 

 When a contract amendment is executed a line will be added to the original purchase order to reflect the increase due to the amendment. Or, if more appropriate and not outside the funded fiscal year on the line, the existing line will be increased to reflect the amendment and a note will be placed in the “Activities” on the purchase order header indicating the amount of the amendment and the date it was added to the original purchase order line. 

 When a contract amendment is executed to decrease a contract, the existing purchase order line will be decreased and a note will be placed in the “Activities” on the purchase order header indicating the amount of the amendment and the date it was decreased on the original purchase order line. 

IMPORTANT NOTE: Agencies should keep in mind that if their purchase order will be completely received against before the amendment or renewal is fully executed, they must add the new line and hold the purchase order in pending approval status and add the note to the header Activities. This will keep the purchase order from being closed during the signature process, and prevent it from pulling in as a fully paid purchase order in the reports that are run related to closing purchase orders.
There are numerous scenarios on a Purchase Order that may result in an Advice of Change.  If you need assistance in determining the action to take, please contact IDOA at idoaprocissues@idoa.in.gov
