                   INSTRUCTIONS ON HOW TO COMPLETE A DGS 
                                    CONTRACT CHANGE ORDER

To complete a DGS Contract Change Order, the Procuring Agency must:
A.) Enter the Procuring Agency Assigned Purchase Order Number being changed and the Change Order Number.

B.) Enter their COSTARS Registration Number.

C.) Enter the “Bill to” address if different than the Purchasing Agency name and address.          
D.) Enter Vendor (Supplier) name and address.

E.) Enter the Purchasing Agency Name and Address, Contact Name, email and Telephone Number.

F.) Enter the Item Number, Description of Change, Quantity, Unit Price, and Total Price of each required change.  THE CHANGE ORDER CANNOT EXCEED $10,000 PER VEHICLE.
G.) Enter the Procuring Agency Assigned Purchase Order Number being changed, the Change Order Number, the Purchasing Agency Name and Supplier name on Page 2 of the Change Order.

H.) The Purchaser and Supplier must sign and date each Change Order.  Then, the Supplier must forward each Change Order to BPT (Robert Zolyak) for signature.  
NOTES:
1.)  BPT WILL NOT AUTHORIZE PAYMENT FOR ANY VEHICLE IF EACH PURCHASE ORDER, CHANGE ORDER, AND SEATING CAPACITY CONFIGURATION DIAGRAM IS NOT SIGNED BY BPT (ROBERT ZOLYAK).

        2.)  THE CHANGE ORDER CANNOT EXCEED $10,000 PER VEHICLE.
