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BCM DOCUMENT SUBMITTAL INSTRUCTIONS

A.	Contractor’s Name Change (this occurs when the same business and principals change their name and/or legal status, NOT when the Contractor sells his/her business.  When Contractor sells his/her business, see section D below.): Prepare and submit to BCM an Amendment to the Contract as follows:  

1.	Request new W-9 from the Contractor that will have the new name on it;

2.	See section F Amendment Instructions below.

3.	Purpose statement example:  To change the name of the Corporation from ABC Corporation to XYZ Corporation.

4.	Include a copy of the new W-9 when submitting your Amendment for processing.  

5.	If changing the IRS number, see instructions under section E below. 

B.	Add/Update Services in an Existing Contract:

1.	DHS Open Procurements:

Before you can add a new service to an existing Contract, the Contractor must have applied for and been awarded the new service. If this has not happened, the Contract may not be amended.  Contact the DHS Purchasing Agent with any questions. After award of new service, prepare and submit to BCM an Amendment to the Contract as follows:

a.	See section F Amendment Instructions below.

b.	Purpose statement example:  To add XYZ service to the Contract.  

NOTE:  If this is a service description currently published in a procurement, the division can simply type “insert standard language for …(list the service code[s])" after typing the correct reference in the Amendment form.  

2.	DHS Closed Procurements & State Purchasing Procurements:

	Before you can add a new service to an existing Contract, you must contact the Purchasing Agent that handled the procurement. If the Purchasing Agent approves adding the additional or updating the existing services, prepare and submit to BCM an Amendment to the Contract as follows:

a.	See section F Amendment Instructions below.

b.	Submit a copy of the correspondence or approval from the Purchasing Agent to BCM with the Amendment.  

3.	Contracts Exempt from Procurement:

See section F Amendment Instructions below.

C.	Contractor's Address Change:

1.	Request the Contractor complete the "Contracted Primary Provider Change of Address Form" (the form can be found on the WEB at: http://hsofo.utah.gov/services/contract-forms/ ) and submit completed form to BCM@utah.gov.  (Incomplete forms will be returned to the Division for completion.)

2.	BCM will make the address change in BCMS.  NOTE:  The Division is responsible to update all addresses in Fi-NET. Contact the Division’s staff member responsible for FINET. 

3.	No Amendment is required UNLESS you are changing other items in the Contract. (If making other changes, see section F Amendment Instructions below.)

D.	Change of Contractor Due to a Sale or Merger of Business on Closed-Ended Procurement - Contract Assignment (The Contract Assignment form will be processed as an Amendment to the Contract and therefore an Amendment is not needed): 

1.	The Division evaluates the new Contractor to determine if s/he meets the qualifications to provide services under the existing Contract.

2.	If the original procurement was through DHS, fill out and submit a completed Contract Assignment form to the DHS Purchasing Agent 
(the form can be found at http://hsofo.utah.gov/services/contract-forms/). The DHS Purchasing Agent will push the completed Contract Assignment form through BCMS as an Amendment. If the Contract is paid fully or partially through FINET, the DHS Purchasing Agent shall label the form with the Contract number and the Amendment number assigned by BCMS, and notify State Finance via email, with the form attached, that the attached Assignment form has been processed by DHS as Amendment # to Contract #.

3.	If the original procurement was through the State Division of Purchasing, the Division shall work with the assigned Purchasing Agent to fill out the Contract Assignment form. Once completed, the Division will submit the completed Contract Assignment form to BCM@utah.gov to be processed as an Amendment to correct the Contract and corresponding records in BCMS. 

4.	When submitting the Contract Assignment for processing, include a copy of the new W-9. If the signing parties want an original of the processed Assignment forms, please submit one original for each party requesting an original, including one original for the State. Please ensure if there are multiple originals of the Assignment form, the signature dates match. 

NOTE: These instructions are for Contracts that have been awarded pursuant to a closed-ended procurement.  If the original procurement is open-ended and currently open, do not process a Contract Assignment.  Instead, simply have the new Contractor/Offeror submit a proposal. Speak to the Purchasing Agent that handled the procurement for further clarification. 

E.	Contractor’s Change of IRS Number (same Contractor but just changing IRS Number): 

1.	Request a new W-9 from the Contractor with the new IRS number and verify that the new IRS number does not already exist in BCMS;

2.	Submit the W-9 to the DHS Purchasing Agent with the draft Contract/Amendment number and letting the DHS Purchasing Agent know the Contractor is changing its IRS # as the DHS Purchasing Agent  will need to update the award record;

3.	See Amendment Instructions below.

4.	When entering the Contract/Amendment in BCMS make sure you select the new IRS number.  As long as the DHS Purchasing Agent has updated the award record you will be able to select the new IRS number.  If you do not find the new IRS number in BCMS, check to ensure you have followed instruction # E.2 above.  If you have and still cannot find the new IRS number, contact the DHS Purchasing Agent.  

5.	Purpose statement example:  To change the IRS # of the Contractor.  NOTE:  Because we no longer list the IRS number in the Contract do NOT include the actual IRS number in the Amendment.  

6.	OFO/Bureau of Finance does not currently have a process to backdate IRS changes. Therefore, it will be important to make the change only for the future. 

NOTE:  Each of the above requires an Amendment except for section C, Contractor's Address Change and section D, Contract Assignment.  If the Contractor is making multiple changes, please combine them into one Amendment as it will save time for you, BCM and the Contractor.  

F.	Amendment Instructions

1.	Fill out the Amendment form (the form can be found on the WEB at http://hsofo.utah.gov/services/contract-forms/). SAVE A COPY OF THE FILLED OUT AMENDMENT FORM.

2.	In BCMS select “Add an Amendment” and then fill out the information.

3.	Enter the Purpose of the Amendment using the examples listed in each section above.  If the Amendment will be changing multiple items from each section, include the other changes in the purpose statement as well. Note: For Amendments to DHS Service Contracts, the "Purpose of Amendment" entered into BCMS must be the same as the "Purpose of Amendment" in the electronic form.

4.	In BCMS select "Submit to BCM" then email the completed electronic Amendment form and submit or email all documents requested under “View Requested Attachments” to BCM@utah.gov.  Electronic Amendment must be emailed.  All other attachments can be scanned/emailed or hard copy submitted.

Other documents may be requested by the BCM Contract Analysts as clarification.  Send emails directly to the BCM staff person that requested the information. 

