
After the initial PO/Contract has been issued, a contract modification may be required when changes 

are made to the initial conditions. These may include extensions to the period of performance, 

additional funding due to a change in scope, etc. When these changes happen, and the contract must 

be amended, there is a need to acknowledge these changes to ensure alignment.

To start, locate the procurement that indicates ‘Modification Details’ under the Status column and click 

on it to start.

The details of the procurement will display. Select ‘Acknowledge Modification Details’ under the 

Available Actions to get started. 
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Thoroughly review the information displayed under ‘Acknowledge Modification Details,’ focusing on 

the reasons for the modification, any added contract value, changes to the period of performance, and 

other relevant updates. Please note that the information will appear grayed out and cannot be edited. 

If you wish to provide additional remarks regarding your acknowledgment, please use the Comments 

field provided. After you have carefully read and understood all changes, check the box labeled ‘I 

acknowledge the changes above’ and click the Acknowledge button to complete the process.
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