
Purchasing                                                               Purchase Orders 

SAN LEANDRO UNIFIED SCHOOL DISTRICT 

Business Services Division 

PO Change Order Request Form

This form will be used to request a change in the amount of the Purchase Order. 
Please use a plus (+) sign to indicate an increase or a minus (-) sign to indicate a 
decrease in the balance of the Purchase Order.

Vendor Name​ ​  Suarez & Munoz                      ​                          P.O.​# ​ ​ J20-00286  _

Acct. ​No:  212-6270-9112-0000-8500-012-30- -805 ​Amount $ ​ 27,873.55

Acct. No:                                                                Amount    $ 

Comments:

Please increase the above PO by $27,873.55 to cover the attached approved 

Change Order #2 on Muir Landscaping 

Authorized Signature: ________________________________ Date:

Posted By: (Purchasing): Date:

Budget Transfer # ______________ Posted By: __________ Date:____________ 

All requests should be completed by site staff and then approved by site/program Manager. 

Please forward all signed and completed paperwork to the Purchasing Dept. in the District Office. 

If necessary, please attach Budget Transfer request to this form to cover the increase of the 

Purchase Order.  If there is a Budget Transfer Form attached, both requests will be forwarded to 

the Budget Technician, which will be processed and later forwarded to the Purchasing Dept. 

Rev. 05/31/06 



Change Order 

Project: 
John Muir Landscape Project  

CO #:  2 
Date: 7/01/2020 
Contract Date: 2/7/2020 
DSA Application #: N/A 
DSA File #: N/A 

Owner: San Leandro Unified School District 
1145 Aladdin Ave 
San Leandro, CA 94577 

Contractor: Suarez & Munoz Construction, Inc. 
    2490 American Ave  

Hayward, CA 94545 

____________________________________________________________________________________ 

You are directed to make the following change(s) in this Contract: 

Work Based Upon: Time and Materials tags for four different items: (See attached back-up) 

#1- Remove gate and install wooden fence panels due to elevation of new concrete between classroom wings A & B. 
#2- Install trex board to fill gap between existing fence and new concrete between classroom wings A & B.  
#3 Demo strip of concrete near cafeteria to create a uniform patio with consistent slope and finish with the new work. 
After initial demolition it became apparent that the condition and slope would create both appearance and drainage 
issues.  
#4 Flush and video the existing sewer in from of the cafeteria to determine condition and locate laterals. Replace 
existing sanitary sewer line discovered to be in poor condition.  

____________________________________________________________________________________ 

Proposed Adjustments 
1. The proposed basis of adjustment to the Contract Amount:

X Lump Sum increase of: $27,873.55 
☐ Unit Price of $______________ per_________
☐ Mutual acceptance of a lump sum properly itemized and supported by sufficient substantiating data to

permit evaluation of cost, but Not To Exceed: $
☐ As follows:

2. The Contract Time is proposed to remain unchanged / changed.

_____________________________________________________________________________________________ 

The work covered by this order shall be performed under the same terms and conditions as that of the original contract. 

When signed by the Owner, Architect, and Construction Manager and received by the Contractor, this document 
becomes effective IMMEDIATELY as a Change Order (CO), and the Contractor shall proceed with the change(s) 
described above. 
Contractor signature indicates agreement with the proposed adjustments in Contract Sum and Contract Time set forth 
in this CO.   

__________________________________________________________________ 



 
 

Architect Construction Manager 
 

Owner Contractor 

Integrated Design Studio 
277 Flamingo Road  
Mill Valley, CA 94941  

RGM Kramer 
3230 Monument Way 
Concord, CA 94518 

San Leandro USD 
1145 Aladdin Ave. 
San Leandro, CA 94577 

Suarez & Munoz Construction 
Inc. 
2490 American Ave  
Hayward, CA 94545 

 
Name:__________________ 
 

 
Name:_________________ 
 

 
Name:__________________ 
 

 
Name:__________________ 
 

By:_____________________ 
 

By:___________________ 
 

By:____________________ By:____________________ 

Date:___________________ Date:__________________ 
 

Date:___________________ 
 

Date:___________________ 
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