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Overview of Form Content:
Section 1-Consultant’s Address

In this section please indicate:

e The date the modification is being prepared

o Use any date structure you wish. The form will default to the desired format.
e The Name of the Consultant
e The address of the Consultant

e The city, state, and zip of the consultant
Section 2-Articles of Original Agreement to be Modified

**Be advised the article numbers in this template correspond to the template currently in use. Please
ensure the article numbers from this template match those of your original agreement. If they do
not, contact OSP for guidance.

In this section please indicate:

e The Articles to be modified:
o Article 3. Services
= “Services” shall mean the services and tasks to be performed and the various
items to be prepared and/or delivered by Service Provider more specifically
described in the Statement of Work (SOW) attached hereto and incorporated
herein by reference as Exhibit A.
o Article 4. Term and Termination
* The performance period of the Agreement shall begin [insert original
effective date of agreement in the space provided], and shall continue
until [insert revised performance end date].
o Article 5. Payment —
* In consideration of Services performed by Service Provider under this
Agreement, AU shall pay Service Provider a total amount not to exceed
$ [insert the numerical expression followed by the

written expression enclosed in parenthesis| as full and complete

compensation. The total amount referenced above represents an

increase/decrease of $ [insert the numerical
expression followed by the written expression enclosed in parenthesis|
for services performed by Service Provider per the attached revised
Statement of Work.

** You will notice two options for modifiying article five. One contains language reflecting an
increase in payment (Payment — Increase) to the consultant, the other a decrease (Payment —
Decrease).
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Section 3. Subject: Modification No.XX to Consultant Agreement

In this section please indicate:
e Please indicate the version number of modification being initiated, IE: 1, 2, 3...

Section 4. Salutation

In this section please indicate:

e The appropriated name and title of the consultant
Section 5. Language of Articles to be Modified

This section will populate with the language appropriate for the article chosen for modification in
Section 2.

Section 6. AU Contact Information

In this section please indicate:

e Name of AU contact

e Title of AU contact

o Office of AU contact
e Address of AU contact
e Email of AU contact

Section 7. Signature and Counter Signature
In this section please provide:

e The signature of the AU contact modifying the agreement
Also in this section:

e Obtain the signature of the consultant to whom the modification applies

**Should it be necessary, hovering over any field or check box on the form will provide a
description of the informatin necessary to complete that section.
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Using this form:

**This guide displays the use of Adobe Reader XI (11.0.04). For a free version of Adobe Reader XI
please follow this link: http://get.adobe.com/reader/

Step 1 - Fill in the form with all of the information outlined in the Overview section of this document.

Step 2 — Select articles to be modified from the checklist at right

£

AMERICAN UNIVERSITY

WASHINGTON,DC

I:I 5.Payment-Increase

Subject: Modification No.  to Consultant Agreement |:| T,

Dear

Step 3. Add the required information to the language provided

e Hover the cursor over the blank area in the article to be modified and click inside the
resulting text box.

1 - 1 " J, -
Subject: Modification No.  to Consultant Agreement D 5 Payment-Decrease

Dear

The purpose of this letter is to modify the Consultant Agreement. The specific article(s) of the
Agreement as checked below is herebvy modified as follows:

Article 4. Term and Termination. The performance period of the Agreement shall

begir ' and shall continue until

All other terms and conditions of the Consultant Agreement remain unchanged.

If acceptable, please sign this Modification and return an executed copy via mail or e-mail to:


http://get.adobe.com/reader/
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Step 4. Enter the required information
e [Enter dates in the following format: February 19, 2014
e Enter a numerical expression followed by a written expression in any field dealing with
money
¢ You will notice some areas of the “Articles to be Modified section may appear greyed out.
This will not be the case on the saved and/or printed version

Step 5. Save and Print.



