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Highway Construction PO Amendment Process
This Construction Bulletin describes the process by which Construction Purchase Orders (PO’s) will be modified.
· The Project Development Branch Area Engineers will modify highway construction PO’s for funding letter requests that are related to Contract Modification Orders (CMO’s).
· The Project Manager will enter an SAP Purchase Requisition, provide a draft of the CMO form 90, a draft of the explanation letter and any pertinent attachments to the Region Business Office.
· Upon approval of the SAP Purchase Requisition by the Region Business Office and the Program Engineer, the Business Office will submit the request, with all attachments and the Funding Letter, to the Area Engineers.
· Once the CMO is in compliance with the requirements of Section 120.7 of the Construction Manual, the Area Engineers will modify the PO.
· The Area Engineers will also modify highway construction PO amendments not related to CMO’s for funding letter requests for general increases or decreases.  The process steps shall be as follows:
· The Project Manager will enter an SAP Purchase Requisition and provide documentation, including Form 65 and Overs/Unders reports, as to what has changed in the project scope that requires the increase or decrease.
· Upon approval of the SAP Purchase Requisition by the Region Business Office and the Program Engineer, the Business Office will submit the request, with all attachments and the Funding Letter, to OFMB  to determine whether the change is due to a budget issue.
· If the change is related to justifiable cost overruns or under runs and project budget is available, the request will be immediately forwarded to the Area Engineers to modify the PO.
· If the change is not justifiable or there are other concerns, the request will be returned to the Region for additional clarification.
· Upon receipt of a PO modification request that has been reviewed by OFMB, the Area Engineers will proceed with modifying the PO. 
When all payments have been made on a project, the Agreements Office will close highway construction PO’s.  Region Business Offices will need to submit the request to Agreements with a copy of the form 950 or the final pay estimate.
_____________________________________________________
Construction Bulletins can be found on the Design and Construction Project Support web page at: http://www.dot.state.co.us/DesignSupport/  .  If you have questions, please contact your Area Engineer in Project Development.
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