Instructions

1.
This Amendment must be signed on behalf of each entity that signed the original 
Agreement.

2.
When you submit the Amendment to the City Attorney, include:

· the Amendment (at least three originals signed by the contractor and your 
department)

· all prior Amendments (one copy of each)

· the original Agreement (one copy)

· current insurance certificate

· current insurance endorsement

3.
When you submit the package to Purchasing, include:

· the Amendment (at least three originals signed by the contractor, your department 
and the City Attorney)

· all prior Amendments (one copy of each)

· the original Agreement (one copy)

· current insurance certificate

· current insurance endorsement

· ADPICS screen print of the change order associated with the Amendment.  (There 
usually is one because you’re usually extending the time, adding money, or both.)

4.
In Section 2, set forth the entire section or subsection of the contract (either in the original or as previously amended) that is being modified, even if you are changing only a few things.  Make sure to go through the entire original Agreement to make sure that changing something in one section does not result in an inconsistency somewhere else.  
5. NOTE THAT THIS TEMPLATE IS DESIGNED FOR THE AMENDMENT OF A P-600 OR OTHER P-6 SERIES TEMPLATE. IF YOU ARE MODIFYING A P-5 SERIES TEMPLATE, USE THE P-550. 
This document contains legal advice from the City Attorney, as well as editorial instructions.  The legal advice is in red, and the editorial instructions are in green. 

It is critical that you delete all legal advice before sharing a draft contract with a vendor.

The editorial instructions, in green, must be deleted before you finalize the contract, but they can be in the draft contract you share with the vendor.  We recommend, though, that you fill in as many of the blanks, and delete as many of the green instructions as possible, before you send the draft to the vendor.

City and County of San Francisco

Office of Contract Administration

Purchasing Division
( If your Department is using this form for modifying an underlying contract that was used for procurement of goods and/or services using federal, state, or special funds, you may need to modify this form.  You must make sure that the terms set forth in this modification agreement are in full compliance with all applicable terms and requirements of the respective federal, state, or special funds and that there are no conflicting city requirements with your funding source.  You must also make sure that any subsequent agreements, which subrecipients/subgrantees of the federal/state/special funds enter into (with third parties), are also in full compliance with the respective terms and requirements of the federal/state/special fund. Your Department is responsible for making the required changes to this form agreement and reviewing the terms of subrecipient/subgrantee agreements to confirm that the terms of the agreements are in compliance with the relevant fund requirement.

[Insert “First,” “Second,” “Third,” etc.] Amendment

THIS AMENDMENT (this “Amendment”) is made as of [insert date], in San Francisco, California, by and between [insert name of Contractor, in bold] (“Contractor”), and the City and County of San Francisco, a municipal corporation (“City”), acting by and through its Director of the Office of Contract Administration.

Recitals

WHEREAS, City and Contractor have entered into the Agreement (as defined below); and


WHEREAS, City and Contractor desire to modify the Agreement on the terms and conditions set forth herein to [give a general description of what the Amendment is doing, such as “extend the performance period, increase the contract amount, and update standard contractual clauses”]; and

WHEREAS, the Agreement was competitively procured as required by San Francisco Administrative Code Chapter 21.1 through [specify the procurement vehicle such as RFP or RFQ and date isssued, or state the exception to competitive procurement and date granted] and this modification is consitent therewith; and
( If this amendment increases the amount originally approved by the Civil Service commission by 50% or more, then insert the following Whereas clause.  Otherwise, do not insert it.

WHEREAS, approval for this Amendment was obtained when the Civil Service Commission approved Contract number [insert PSC number] on [insert date of Civil Service Commission action];

NOW, THEREFORE, Contractor and the City agree as follows:

Article 1 Definitions
The following definitions shall apply to this Amendment:

Agreement.  The term “Agreement” shall mean the Agreement dated [insert date of Agreement] between Contractor and City, as amended by the:


[First amendment],

dated [insert date of the first amendment], and 


[Second amendment], 
dated [insert date of second amendment].  


( LIST ALL AMENDMENTS PRIOR TO THIS AMENDMENT.
Other Terms.  Terms used and not defined in this Amendment shall have the meanings assigned to such terms in the Agreement.

Article 2 Modifications to the Agreement.  
The Agreement is hereby modified as follows:

Section [insert section number].  Section [insert section number and title] of the Agreement currently reads as follows:

( Set forth current text of Section.  (If you cut and paste the current text, note that it should be pasted either "unformatted" - or as "Body Text" to avoid interfering with the Amendment's auto-numbering system.)
Such section is hereby amended in its entirety to read as follows:

( Set forth revised text of Section.

Section [insert section number].  Section [insert section number and title] of the Agreement currently reads as follows:

( Set forth current text of Section.

Such section is hereby amended in its entirety to read as follows:

( Set forth revised text of Section.

Article 3 Effective Date  
Each of the modifications set forth in Section 2 shall be effective on and after [specify either “the date of this Amendment” or other effective date].

Article 4 Legal Effect 
Except as expressly modified by this Amendment, all of the terms and conditions of the Agreement shall remain unchanged and in full force and effect. 
[SIGNATURES ON FOLLOWING PAGE]
IN WITNESS WHEREOF, Contractor and City have executed this Amendment as of the date first referenced above.

	CITY

Recommended by:

_____________________________
[name]

[title]

[department]

Approved as to Form:

Dennis J. Herrera

City Attorney

By:  _________________________
[name of Deputy City Attorney]


Deputy City Attorney

Approved:

_____________________________
Jaci Fong
Director of the Office of Contract Administration, and 
Purchaser
	CONTRACTOR

[company name]

_____________________________
[name of authorized representative]

[title]

[optional:  address]

[optional:  city, state, ZIP]

City vendor number: [vendor number]




( Be sure to tweak the page numbering in the footer.
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