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1 OBJECTIVE

Amendments are complete statements of Project requirements and are issued timeously to ensure that the interests of the Project are protected.

2 SCOPE

All Amendments to Contracts issued by the Project Team.

3 PROCEDURE

3.1 Inputs

Technical Requisition Package

3.2 Outputs

Contract amendments

3.3 Process

See Appendix C

APPENDIX A: RELATED DOCUMENTS

	KTE005
	:
	Technical Requisition Package


APPENDIX B: RECORD OF AMENDMENTS

	Issue 0
	:
	New document (F Jachs) May 2006

	Issue 1
	:
	Revised document.  Project name removed (W Ancill) November 2009


APPENDIX C: FLOWCHART FOR AMENDMENT STAGE

	
	

	Project Document Centre
	· Sends approved Amendment package to Procurement Manager

	
	

	Procurement Manager
	· Check approvals, allocates Responsible Procurement Officer 

	
	

	Procurement Admin
	· Updates Amendment information on Procurement Database

	
	

	Responsible Procurement Officer
	· Prepares the Amendment document using the Amendment template.

· Sign the document and obtain the countersignature of the Procurement Manager.

· Amendments where the total contract value is greater than US$20 000 shall also be signed by the Project Manager

	
	

	Procurement Admin
	· Copy contract documents

· Issue to Contractor

· Distribute in accordance with Project distribution list instructions on document
· Update information on the Procurement Database

· Retain copy in Contract file

	
	

	Responsible Procurement Officer
	· Obtain acknowledgement from contractor and pass to Procurement Admin for filling in CONTRACT file
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