SITE Program

Vendor Change Request Form

The Change Request Form must be used by vendors to request a change to their contract rates, skill categories, contact information, company address and phone number if necessary.  Changes or amendments to the contracts and all documentation incorporated by reference are by mutual agreement so both the vendor and the state always retains the right to refuse to change or amend the agreement.  Changes are not considered complete until the added information is posted on the Office of MN.IT Services website.  The completed form should be submitted to the Office of MN.IT Services via email to MNIT.SITE@state.mn.us.  All questions regarding the form should also be submitted via email to MNIT.SITE@state.mn.us.
*REQUIRED DATA FOR ANY REQUEST BEING MADE
*Date of Request      
*Vendor Name (as it appears on your contract)             

*Requestor Name      
*Title      
*Email      
*Phone #      
 FORMCHECKBOX 
 *By submitting this change request, I certify that I am authorized to request the change(s), and that the data submitted is accurate and true. 

	Change Request is to Amend:  (Check all that apply)

	Vendor Address/General Contact Information    
	 FORMCHECKBOX 


	Leadership Information
	 FORMCHECKBOX 


	Vendor Status
	 FORMCHECKBOX 


	Authorized Representative Information     
	 FORMCHECKBOX 


	Update Notification Email Addresses
	 FORMCHECKBOX 


	Primary Contact Information     
	 FORMCHECKBOX 


	Secondary Contact        
	 FORMCHECKBOX 


	Modify Rate(s)   
	 FORMCHECKBOX 


	Add Skill Category(ies)     
	 FORMCHECKBOX 



	Vendor Address/General Contact Information

	General E-Mail Address
	     

	General Phone Number
	     

	Street Address
	     

	City
	     

	State
	     

	Zip Code
	     


	Leadership Information – (CEO, President, etc.)

	First Name
	     

	Last Name
	     

	Title
	     

	Email Address
	     


	Vendor Status

	MN Certified Targeted Group
	 FORMDROPDOWN 


	MN Certified Economically Disadvantaged
	 FORMDROPDOWN 


	Veteran Owned Business
	 FORMDROPDOWN 


	The Office of MN.IT Services will verify this data at http://www.mmd.admin.state.mn.us/process/search/index.asp or https://www.vip.vetbiz.gov/.  If we can validate the data we will make the change to your vendor status.  If we are unable to verify the data you will be asked to submit further documentation.  


	Authorized Representative Information

	First Name
	     

	Last Name
	     

	Title
	     

	Street Address
	     

	City
	     

	State
	     

	Zip Code
	     

	Email Address
	     

	Phone Number
	     


	Notification Email Addresses

	First email address
	     

	Second email address
	     


	Primary Contact Information

	First Name
	     

	Last Name
	     

	Email Address
	     

	Phone Number
	     

	Cell Phone Number
	     


	Secondary Contact Information

	First Name
	     

	Last Name
	     

	Email Address
	     

	Phone Number
	     

	Cell Phone Number
	     


	Modify Maximum Rate

	Instructions: This table is for categories that you have previously been approved for.  If you wish to add a new category, see the next table.   Enter a revised Maximum Hourly Rate for each category you would like to modify.  If not modifying the category – leave the field blank

	Category Title
	Maximum Hourly Rate (whole $’s only)

	ADABAS Natural Developer^
	   

	Analyst
	   

	Architecture
	   

	Business Continuity
	   

	Cúram Application Tester^
	   

	Cúram Architect^
	   

	Cúram Business Analyst^
	   

	Cúram Developer^
	   

	Cúram Project Manager^
	   

	Cúram Trainer^
	   

	Cúram/Oracle Data Dictionary Specialist^
	   

	Database Administration/Development
	   

	Desktop Application & Support
	   

	Developer/Programmer
	   

	E-Commerce
	   

	Geographic Information Systems (GIS)
	   

	Mainframe Computing
	   

	Middleware Developer^
	   

	Middleware Operations Support Analyst^
	   

	Modeling
	   

	Program/Project Management
	   

	Quality Assurance
	   

	Security
	   

	Server Support & Development
	   

	Systems Analyst
	   

	Telecommunications
	   

	Training Tool Development^
	   

	Web Application Design & Development
	   


^ Category added to the program May 1, 2015
Note: Rate Change Requests will be accepted on an on-going basis if they if they do not exceed the average maximum rate plus 75%.
	Add Categories of Service

	Instructions: Enter a Maximum Hourly Rate for each category you would like to add.  If not adding the category – leave marked as No and the maximum hourly rate field blank.  Each category that you request to add must have the required references completed – see instructions below on references.

	Category – for a description of the category under the program click on the category title 
	Being Applied For
	Maximum Hourly Rate (whole $’s only)

	ADABAS Natural Developer^
	
	   

	Analyst
	
	   

	Architecture
	
	   

	Business Continuity
	
	   

	Cúram Application Tester^
	
	   

	Cúram Architect^
	
	   

	Cúram Business Analyst^
	
	   

	Cúram Developer^
	
	   

	Cúram Project Manager^
	
	   

	Cúram Trainer^
	
	   

	Cúram/Oracle Data Dictionary Specialist^
	
	   

	Database Administration/Development
	
	   

	Desktop Application & Support
	
	   

	Developer/Programmer
	
	   

	E-Commerce
	
	   

	Geographic Information Systems (GIS)
	
	   

	Mainframe Computing
	
	   

	Middleware Developer^
	
	   

	Middleware Operations Support Analyst^
	
	   

	Modeling
	
	   

	On-site Instructor-led IT Training^
	
	NA

	Program/Project Management
	
	   

	Quality Assurance
	
	   

	Security
	
	   

	Server Support & Development
	
	   

	Systems Analyst
	
	   

	Telecommunications
	
	   

	Training Tool Development^
	
	   

	Web Application Design & Development
	
	   


^ Category added to the program May 1, 2015
NOTE: Category Addition Requests will be accepted on an on-going basis.  The maximum rate will be evaluated on a pass/fail basis (to pass the rate cannot exceed the average maximum rate plus 75%.  If the rate passes, the references will be sent to the review team for evaluation.
For each category that you entered a rate for in the table above, you must provide 2 (two) references using the format listed below. Be sure to identify the category that the references are being provided for. 

We ask that you provide enough information so that we can determine, by what you submit, if you have provided all these services for the customers noted in the contact information. We are interested in a thorough description of services provided by the people you placed at the companies noted in your response. The description should include a brief background of the project so we can garner the scope of the work and some examples of the specific tasks that were completed. 

The same reference may be used for multiple categories, however the description of the work performed must be specific to the category being applied for, not generic references across multiple categories. Multiple categories may not be grouped into the same reference – each category being applied to must have 2 distinct references.  

REFERENCE FORMAT (1 page or less preferred per reference) 
1. Category Name: 

2. Name of the company where work was performed: 

3. Dates the work was performed: 

4. Contact Name: 

5. Contact Phone Number or Email address: 

6. Description of the work performed during the engagement: 
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