
ADMINISTRATIVE ACTION NUMBER

ADMINISTRATIVE
ACTION

(See Administrative Directive 4-5)

INSTRUCTIONS

1. Complete and submit this form for approval of:

a. Low bid. budgeted construction, service or repair contracts of at least $10,000 but not more than $50,000.

b. Change orders to competitively bid contracts of S15.000 or less.

c. Budgeted letters of agreement, construction, purchase, service or repair contracts less than $10,000.

d. Professional Personal service contracts of $10,000 or less.

e. Amendments to non-bid contracts of $10,000 or less, or any decrease, subject to City Code Sec. 2-37.1.1

2. Attach all supporting documents.

3. See Administrative Directive 4-5, Sections 6, 7, 8 and 9 for instructions on contract routing and preparation.
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