
MUNIS CONTRACT CHANGE ORDER 

An OPEN ORDER is an informal agreement between the WCPS and a supplier. It is issued to a specific supplier to address recurring 
low dollar purchases of consumable supplies or services, for a specific period of time, usually one year.   OPEN ORDERS shall not 
exceed $9,999 in the fiscal year without express approval of the director and Supervisor of Purchasing. 

A BLANKET ORDER is issued to support an existing contract, or independently, after all terms and conditions have been negotiated.  
These types of orders are intended to be used for repetitive, specified services or items, or categories of items from the same 
supplier.  Standard materials or maintenance supplies which require numerous shipments enable the buyer to obtain more 
favorable pricing through volume commitments.  Pricing, quantity, and F.O.B. terms, should be negotiated prior to the blanket order 
being issued.  BLANKET ORDERS shall not exceed $24,999 in the fiscal year without express approval of the director and Supervisor 
of Purchasing. 

This CHANGE ORDER form should be used to extend an OPEN/BLANKET ORDER that has been spent to its limit.  If an OPEN has 
reached its $9,999 limit within the fiscal period, it may be re-issued but may not exceed $24,999 in the fiscal period.   If a BLANKET 
has reached its $24,999 limit within the fiscal period, it must be competitively bid unless bid support exists.  Please complete this 
form to include description and the amount increase with appropriate signatures, and send it to the Purchasing Department to be 
processed.

COMPANY:  __________________ MUNIS CONTRACT #: __________ BID #: ____________ 

   AMOUNT SPENT PREVIOUS FISCAL YEAR: $     ____________________________ 

      AMOUNT SPENT CURRENT FISCAL YEAR:  $                   ______________________ 

         AMOUNT AVAILABLE:  $ ______________________________ 

  AMOUNT OF ADDITIONAL FUNDS REQUESTED: $_______________________________ 

  REASON FOR THE INCREASE: _________________________________________________________________________ 

CHECK ALL APPLICABLE STATEMENTS: 
□ Quoted prices incorporate discounts not available to the general public.
□ Quoted prices compare favorably to previous prices paid for the same or similar items.
□ Quoted prices compare favorably to budget estimates.
□ Alternate suppliers exist, but this vendor is only local supplier of specific manufacturer products required in

performance of work.
□ Alternate suppliers exist, but this vendor is needed due to history of past performance/reliability.
□ Alternate suppliers exist, but this vendor has store in geographic location allowing for efficient performance of work.
□ Other: __________________________________________________________________________________________
_________________________________________________________________________________________________
□ A buyer in the Purchasing Department should contact me about issuing a bid or negotiating more favorable pricing

with this supplier for the future.

REQUESTED BY: ______________________________________________    DATE: _______________________________ 

APPROVED BY: _______________________________________________    DATE: _______________________________ 

APPROVED BY: _______________________________________________    DATE: ______________________________ 

Revised: 4/22/2022
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