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CITY OF HARTFORD

CHANGE ORDER
ROUTING TABLE
	Date:
	

	Initiating Department:
	

	Contact Person & Telephone:
	

	Project Title:
	

	Project #:
	

	Cost of Project / Budget:
	$

	Source of Funds (General/Grant):
	

	MUNIS Account Coding:
	

	Contractor / Vendor:
	

	Council Resolution Date:
	


	
	TITLE
	SIGNATURE

	DATE

	1.  Initiating Department

	Department Head
	
	

	2. Finance

	Finance
	
	

	3. Procurement Services
	Procurement Staff

	
	

	4.  Corporation Counsel
     (Form & Legality)

	Corporation Counsel
	
	

	5.  Mayor’s Office

	Chief Operating Officer*
	
	


*Please Note: The Chief Operating Officer will deliver the agreement to the Mayor for signature. All executed change orders will be delivered to the Procurement Services Unit for processing & distribution.
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