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CHAPTER 2 ‑ CONTRACT MODIFICATIONS

SECTION 11 ‑ STANDARD FORM 30 AMENDMENT OF SOLICITATION/MODIFICATION OF CONTRACT
2.11.1   Introduction.  Standard Form 30 (SF 30), when properly executed by the Contractor and the Administrative Contracting Officer (ACO) or Contracting Officer, constitutes a legal contract modification, thereby placing all responsibility for the final

document on the ACO or the Contracting Officer.  The SF 30 is a stand alone document which must accurately reflect the negotiated scope of work, to include any and all changes to the contract terms, conditions, specifications, excess material, time, etc.  If the scope changes during negotiations, the SF 30 must include final, revised scope.  Field personnel will prepare the SF 30 for all modifications within the contract scope. 
2.11.2  Instructions for SF 30.  The following procedures and instructions apply to the standard SF 30 (page 1).  See Chapter 2, Section 7 for un-definitized contract actions (NTPs, suspension of work, etc.).

             a.  Block 1.  Enter the appropriate page numbers; e.g., Page 1 of 2 Pages.

             b.  Block 2.  Amendment/Modification No.:  Enter the six‑digit modification number. 

             c.  Block 3.  Effective Date.  Insert “See Block 16C” in Block 3.  

             d.  Block 4.  Requisition/Purchase Req. No.:  Enter the requisition number from DA Form 3953, Purchase Request and Commitment.

             e.  Block 5.  Leave Blank.

             f.  Block 6.  Issued By:  Enter appropriate district office. 
             g.  Block 7.  Administered By:  Enter appropriate field office.
             h.  Block 8.  Name and Address of Contractor.  Enter the contractor's name and address exactly as shown on the contract (SF 1442).

             i.  Blocks 9A and 9B.  Leave blank.

             j.  (1) Block 10A.  Modification of Contract/Order No.:  Enter the contract number exactly as shown on SF 1442; e.g., DACA01-02-C‑0002, DACW01‑01-C‑0020, etc.

                 (2) Block 10B.  Dated:  Enter the date of contract award as shown in Block 31c, Award Date, on SF 1442, i.e., Day, Month, Year.

             k.  Block 11.  Leave Blank.

             l.  Block 12.  Accounting and Appropriation Data:   Show the funding citation exactly as shown on the approved Purchase Request and Commitment (DA Form 3953).  Also show the net increase or decrease in price by the fund citation.  When a contract is funded by more than one account, type in “See Page 2”.  Enter the multiple accounts on Page 2, Block 12 (continued), and show the citation of each affected account along with the portions of the settled price to be attributed to each account.  When a new or revised fund citation is added on a modification, it automatically becomes a part of the contract.  

             m. Block 13.

                 (1) Letter "A."  Use this block to issue an undefinitized contract action (notice to proceed) pursuant to the Changes clause.

                 (2) Letter "B." pertains to administrative changes.
                 (3) Letter "C."  Use whenever a within scope supplemental agreement (bilateral agreement between the parties) is executed.  Insert the title of the contract clause in the space provided; e.g., Changes; Differing Site Condition; Default

(Fixed‑Priced Construction).

                 (4) Letter "D."  Use for unilateral modifications citing the appropriate clause or regulation, for issuing novation agreements, change‑of‑name agreements, supplemental agreements outside the contract scope, terminations, etc.

                 (5) Letter "E".  Check the appropriate block, "is not" or "is", for requiring a signature and enter the number of copies for the contractor to return - normally one.    Leave both blocks blank for a unilateral modification since the contractor is given the opportunity, by transmittal letter, to accept the Government's offer.

             n. Block 14.

                 (1) Description of Amendment/Modification:  The description of the modification must be clear, complete and concise.  The first line will print the RMS contract title.  The next line will print the Modification Number from RMS.  The next line will print the Change Request Number and Title from RMS.  

o. Blocks 15A, B and C.

                 (1) Normally, the Contractor will execute the modification before the ACO signs the modification (reference FAR 4.101 and FAR 2.101).  Note that the Contractor must execute a supplemental agreement outside the scope of work before the Contracting Officer.  The Contracting Officer may sign bilateral modifications to a letter contract before the Contractor (reference DFARS 4.101).  However, see Chapter 2, Section 2, for bilateral NTPs with not-to-exceed obligations.  

                 (2) Review of 15A and B, after execution by the Contractor, is extremely important in that legal considerations require signature by a person authorized to bind the Contractor.  Unless the owner of an individually-owned company, or an officer (President, Vice President, or Secretary/Treasurer) of a corporation signs the modification, obtain a Power of Attorney proving that, by action of the owner or the corporate board of directors, the person executing the modification is legally empowered to bind the company, or corporation, on contractual matters.  For partnerships or joint ventures, there are a number of alternates to be considered.  First, check the contract (SF 1442) to determine if officers of both firms executed the contract. If officers of both firms executed the contract, then officers of both firms must execute the modifications, unless Powers of Attorney are provided by each firm authorizing one person to bind both firms, whereupon only one signature is required.  If the contract is executed by only one person, representing both firms, then appropriate Powers of Attorney already exist for that person and the modifications can be executed

by that person.  Regardless of the type of firm(s) involved, Powers of Attorney must designate the contract for which the authority is being granted, and must state that it will remain in effect until the Contracting Officer is notified otherwise.  Oftentimes, Powers

of Attorney limit the monetary and/or administrative authority being granted, and such limits should be duly noted. Coordinate with Office of Counsel for review in matters concerning Power of Attorney, to include those instances where something other than a Power of Attorney is being used.
             p.  Blocks 16A, B and C.  Whenever practical, the field office will obtain the Contractor's acceptance of the modification before the ACO or Contracting Officer (reference FAR 4.101 and FAR 2.101).  The ACO or Contracting Officer accepts the terms and conditions of the modification after reviewing the modification file by signing Block 16B and dating Block 16C in the format, Day, Month, Year.  Field offices should leave Blocks 16B, and C blank for modifications to be signed by the Contracting Officer.  

             q.  Page 2 of Standard Form 30 will be as follows:

                 (1) Heading:  At the top of the page, RMS will enter the Contract No., Modification No., Contractor, Contract Title, Location, and Page 2 of 2.  

(2) Block 14, Description of Modification (continued):

                       A.  Scope of Work.  Enter the detailed Scope of Work for the subject modification.  If there is insufficient space provided, reference an enclosure, e.g., “See Page 2”.

                       B. and C.   Change in the Drawings and Change in the Specifications, respectively.  If drawings and/or specifications are to be revised, it is necessary that the revisions be coordinated with prior modifications, and in some cases, other outstanding

change requests.  Further, it is necessary to coordinate drawings and specification changes with the PM, if applicable.  Indicated changes in the drawings and specifications by Enclosures 1 and  2.  Where changes are not involved state, "None".  Do not use the statement, "Drawing changes will be shown on the as‑built drawings".  Instead, where contract drawings are to be revised, but not reissued, list affected drawings on the enclosure applicable to the change in drawings and a general description of the drawing change provided.  Area/Resident office personnel must keep revisions current on their drawings. When sketches are referenced, furnish them as an attachment to the applicable enclosure and clearly identify them by the change request number and the contract drawing or specification to which they relate.  For purposes of reproduction, the sketches must be legible and cannot include lines or figures in colored ink or pencil.  Make sketches on 8‑1/2x11 sheets in accordance with Exhibit 2.5.D.

                       D.  Change in the Contract Price.  Following negotiations of an equitable price adjustment, complete this item to show the exact amount of the settled price, reflecting "increase" or "decrease."  Where there is no change in price, enter a statement to that effect.  See Chapter 2, Section 7, for un-definitized contract actions and definitized modification language.  RMS will enter the appropriate CLIN No., Description, Quantity, Change in Unit Price, and Change Amount for each CLIN that has been changed by this modification.

                       E.  Change in the Contract Time.  Show the exact time extension in calendar days being granted under the contract.  If the contract contains multiple completion dates, show the time extension being granted for each phase.  In the event that a separate completion for the changed work is to be established, use the following statement:  "A separate completion date (day-month-year) is established for this work only, liquidated damages do/don’t apply”.  If there is no change in contract time, enter a statement to that effect.  See examples in exhibits to this section.  See also Chapter 2, Section 7, for un-definitized contract actions.

                       F.  Closing Statements.  Enter the appropriate closing statement for the various types of contract modifications, these are in RMS and see examples in exhibits to this section.  
2.11.3   Procedures for Processing.  (See also Chapter 2, Section 7, for un-definitized contract actions.)

             a.  For bilateral modifications within the ACO’s authority:

                  (1) Under normal circumstances, have the Contractor execute the bilateral modification before the ACO.  In cases where the Contractor's authorized official is not locally available and time does not permit normal mailing procedures, the field office may have to overnight mail the modification documents to the Contractor or use some other expedited method.  In extreme cases it may be necessary to fax the modification and consent, where applicable, to the Contractor for signature and return, with the original to follow in the mail for signature, same date.  Field offices should encourage the contractors to authorize an on‑site representative to execute modifications within the same authority limits as the ACO.

                 (2) Forward the original and one copy of Standard Form 30 (pages 1 and 2), with all enclosures and attachments, to the Contractor for execution of the bilateral agreement.  When it is determined that an SF1415 is required, it is recommended that the SF1415 will be sent to the contractor at the same time that the mod is sent. Modification will be sent using a standard form letter. 

                 (3) Upon return of the modification, the Area/Resident Engineer will review the file to ensure that it is complete and correct, and that the Contractor has not applied a reservation or qualification.  In the event the Contractor adds a reservation or qualification, the modification becomes void and negotiations must be reopened to resolve the issue, or to ascertain the basis of the problem so that appropriate action can be determined.  Check the Contractor's signature block to ensure that the person signing the modification has the authority to bind the firm.  If an unauthorized person has signed the modification, obtain an Authority letter signed by the Company’s Principal.  If a Consent of Surety is involved, be sure that the surety representative has furnished a current Power of Attorney dated on or after the Contractor has executed the Consent.

             b.  Forward all modifications involving NAF (non-appropriated funds) Projects, and prepared on DA Form 4073‑R, to CFSC‑ZSF.  
             c.  For modifications involving direct fund cites, mail a copy of executed modifications to the addressee listed in Block 27 (Payment Office) on the SF 1442 for the initial contract award.  The addressee will only make payments after receipt of the modification.  

             d.  Notification, Assembly and Distribution:



    (1) After getting all required signatures on SF 30, fax or email SF30 to Contracting Office within 3 days for data entry into PD2.


     (2)  The Record File:  Assemble and maintain at the office of record until the files are retired, the modification and all supporting documentation so that the original of the SF 30 is accompanied by a supporting file containing all of the original or record copies of correspondence, e.g., Contract Record Checklist Contract Modification, Modification, POM, PNM, MOF, MFR (UCA), Government Estimates (original and revised), PR&C and related correspondence; and Consent of Surety, where applicable, etc.
                 (3) Office Reference File:  Combine a copy of the executed modification with copies of the complete supporting file.  Retain in the Area/Resident/District Office as appropriate until the contract is closed out except where Architect-Engineer Liability cases are involved.  Then retain the file until notified that the case is dropped or resolved.



     (4) Distribute copies as necessary to customers, SBA, and others when required.

             e.  For bilateral modifications outside the ACO's authority:

                 (1) Upon completion of successful negotiations and execution of all supporting documentation, forward the SF 30 and supporting documentation to the appropriate district element for final preparation. Retain a Convenience file in the Area/Resident Office until contract closeout, except where A‑E Liability is involved.

                 (2) In certain instances, it may be practical to have the Contractor execute the modification before forwarding it to the District.

                 (3) Appropriate district element will review the SF 30 and supporting documents.  Any corrections or omissions will be coordinated with field personnel. 
                 (4) The status of the SF 30 is shown on the Contract Modification Register in RMS, identified by the modification reference number and the change request number.  

                 (5) After execution by the Contracting Officer & contractor, field personnel will then update RMS to reflect this "final" data.  

                 (6) Appropriate district element will prepare the Consent of Surety, SF‑1414, or Consent of Surety and Increase in Penalty, SF‑1415 including any modifications that have not been previously included on a SF-1414and/or SF-1415.

             f.  Contract Record Checklist Contract Modification‑Contract Modification/Delivery Order.  Place a check mark and dates by all applicable documents listed on the form pertaining to each modification file.  Include the modification checklist in each Record File.
             g.  Transmit each modification package by RMS Modification Routing Slip.  See Exhibits 2.11L and Exhibit 2.11M.
             h.  Modification will be distributed by the appropriate district element.
2.11.4   Sample Formats.  Exhibits 2.11A through 2.11IJ of this section are different examples of Standard Form 30.  Exhibit 2.11K is an example MFR, used to support award bid option modifications.  Exhibits 2.11L and 2.11M are blank formats of the modification routing slip for ACO and CO modifications.  Exhibit 2.11N is the blank format of the Contract Record Checklist Contract Modification.   
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