
Contra Costa Community College District Business Procedure 22.21 

INTERNAL CHANGE ORDER 

The following procedure will be implemented by the Purchasing Department for all transactions relating to 
internal change orders. 

Board Policy 5013, Purchasing, states: 

"Invoices in excess of previously approved purchase order amounts may be paid by the 
District Accounting Office without reapproval of the Board when the excess amount is under 
ten percent of the approved purchase order amount or is due to sales tax, transportation 
charges, demurrage charges or terms." 

Excess amounts due to sales tax or demurrage charges shall be paid by the District Accounting Office without 
issuance of a change order by the Purchasing Department. 

All other excess amounts require issuance of a change order.   The regular change order form will be prepared 
by the originating department for amounts over ten percent of the approved purchase order amount. 

Historical Annotation: Related Board Policies: 
Business Procedure 11.60, 9/22/80 Board Policy 5013 
11/19/90; Rev. 7/21/99, 10/23/12, 10/13/15 

Related Procedures: 
Business Procedure 11.14 

http://www.4cd.edu/gb/policies-procedures/board/BP5013.pdf
http://www.4cd.edu/gb/policies-procedures/business/fin11_14.pdf
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