INSTRUCTIONS FOR DRAFTING RFQ AMENDMENTS
This document should be used when the Office of Administration, Division of Facilities Management, Design and Construction must issue an amendment to an existing RFQ.  Upon completion, a copy must be provided to all potential bidders that were sent the original RFQ bid solicitation.
SECTION 1. – To be completed by initiating entity.
1. All spaces must be completed prior to issuance to any prospective bidder. 
· AMENDMENT NO.:  Sequential number to be assigned by the initiating entity.
· AMENDMENT ISSUE DATE:  Date amendment is sent to potential bidders.
· RFQ NO.:  Unique RFQ Number that was assigned by the initiating entity that the amendment pertains to.
· MAIL BID TO:  Name and address to be used by bidder to submit bid via Postal/Courier Service.
· FOR QUESTIONS CALL:  Insert name of person to contact with questions concerning the RFQ.
· FAX BID TO:  Fax number to be used by bidder to submit bid via facsimile transmission.
· EMAIL BID TO:  Email address to be used by bidder to submit bid via email.
· PURPOSE:  Detailed description of additional or revised requirements covered by this specific amendment.
SECTION 2.  – To be completed by bidder.
1. This section is mandatory for each bidder to complete, sign and return with their bid.
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	STATE OF MISSOURI

OFFICE OF ADMINISTRATION
DIVISION OF FACILITIES MANAGEMENT, DESIGN AND CONSTRUCTION (OA/FMDC)
AMENDMENT TO REQUEST FOR QUOTATION
FOR PROCUREMENTS LESS THAN $25,000 ONLY 

	SECTON 1

	AMENDMENT NO.:
00     
	AMENDMENT ISSUE DATE:

     
	RFQ NO.:

     

	BIDS MAY BE SUBMITTED VIA

	FAX                                                EMAIL                           POSTAL/COURIER SERVICE

                                                      FORMCHECKBOX 
                                                            FORMCHECKBOX 
                                                          FORMCHECKBOX 


	FOR QUESTIONS CALL:

     
	FAX BIDS TO:
     
	EMAIL BIDS TO:
     

	MAIL BIDS TO:
     

	PURPOSE:

RFQ Number       is amended as follows:

INSERT A DETAILED DESCRIPTION OF AMENDED REQUIREMENTS HERE

	SECTION 2

	A signed copy of this amendment must accompany the bid.

	BIDDER INFORMATION

	LEGAL NAME OF ENTITY/INDIVIDUAL

     

	MAILING ADDRESS

     

	CITY, STATE, ZIP CODE

     

	CONTACT PERSON

     
	EMAIL ADDRESS

     

	PHONE NUMBER

     
	FAX NUMBER

     

	SIGNATURE


	TITLE

     

	PRINTED NAME

     
	DATE
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