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Situation examples
(ordered from most 

to least common)

If there is a change to the 
contract cost or resources 
(completion date can be 
updated as well)

If the only change needed to 
the contract is the 
completion date

If something was omitted on 
the contract/prior 
amendment and needs to be 
corrected

If the contract was 
“Approved” but now needs 
to be cancelled. No work has 
been done on the contract

If the contract was 
“Approved” and some work 
has been done, but now the 
contract needs to be ended
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