ADDENDUM TO EXTEND A CONTRACT COVER SHEET

Appropriate Use of this Form

· Use this approved Addendum to Extend a Contract when the College is extending the initial end date of the contract period with a contractor, and the initial contract has already been approved by Legal. This Addendum should be used in conjunction with the initial contract that the College has executed with the Contractor. 

· Contract Period means – the particular start date and completion date of a contract:

How to Fill Out this Form

· Prior to completing the form, be prepared to provide the following information:

· Name of the Contractor
· Execution date of the initial agreement

· New contract period end date 
· This form is in a Word document format with restricted editing.  This means that you can only edit the highlighted areas in the document.

· Guidance for filling out the form is listed in blue text throughout the document.  When you fill out the form, please replace the blue text with the appropriate information, or remove the blue text as applicable.     

Things to Remember About Routing Contracts

· If a contract is grant related, you must contact the Grants Office prior to the contract routing process.
· If a contract is technology related, you must contact IT Asset Management prior to the contract routing process. IT Asset Management may review the contract for sensitivity of data accessed and the need for use of a non-disclosure agreement. 
· After a contract is created, a Contract Routing and Approval Form should be completed and attached to each contract.    

· When using an approved CSCC contract template found on the Columbus State Employees Forms Page under the Legal Office heading, there is no need to send the agreement to Legal for review.  However, the College’s legal counsel must review all non-standard agreements (not an approved CSCC contract template).    

· Please follow your department’s signature protocol developed according to the College’s Purchasing Authorizations and Signature Approval Protocol.

· Please send the fully executed contract, contract routing form, and any supporting documentation to:

· The assigned grant accountant for contracts involving grants; or

· Purchasing/Accounts Payable for contracts that are not grant related.

· Keep a copy of the contract in your department for records retention purposes.

ADDENDUM
between 

Columbus State Community College 

and 
Contractor
This Addendum is made to the Agreement between Columbus State Community College and Contractor executed Date, and now amended by mutual agreement by the parties as follows:
1. Contract Term Extension - The Contractor’s current contract with Columbus State Community College shall extend until Date. 
All other terms and conditions remain unchanged and in effect.  This Addendum and any/all preceding amendments to the Agreement are hereby incorporated by reference into the original Agreement executed Date, as if fully rewritten therein.
Executed on ___________________, year.

Contractor





________________________________________





Printed Name, Title
COLUMBUS STATE COMMUNITY COLLEGE

________________________________________





Printed Name, Title
________________________________________






Printed Name, Title
CSCC Legal Office
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