
Resubmitting a Returned Contract or Amendment
This guide will walk you through how to review returned contract comments,

make the required corrections, and successfully resubmit your contract or
amendment to the Office of the State Auditor.

1.Review Returned Contract Comments
On the View Contract Forms page, you’ll notice that your
contract no longer shows a 'Submitted' status. Instead, it now
appears as 'Returned for Corrections,' indicating that action is
needed before it can be resubmitted.

Click Edit to view your
rejection comments and
edit the contract

There will be a notification in red at the top of the Contract Form
with the reasons for denial. 



There will also be denial notes in the section that needs correction

2.  Common Reasons for Returned Contracts/Amendments
Missing Hours

The number of audit hours is not listed in the Fee and
Hour Breakdown section.

Missing GRT
Gross Receipts Tax (GRT) is not included in the Cost and
Fee Table.

Federal Single Audit Marked Without Financial Details
The Federal Single Audit box is checked in the Single Audit
Requirement section, but no corresponding hours or
compensation are listed in the Fee and Hour Breakdown
section.

Financial Details Provided, But Single Audit Not Marked
Hours and fees for a Federal Single Audit are listed in the
Fee and Hour Breakdown, but the Federal Single Audit box
is not selected in the Single Audit Requirement section.



3.  Make Corrections

Review the returned contract reason shown in red at the top of your
contract form and in the section that needs correction.
Make the necessary updates directly in the contract form. Be sure to:

Add any missing information (e.g., hours, GRT, or audit details)
Correct any mismatches between sections
Double-check for completeness before resubmitting



4.  Resubmit to the OSA for review
Once you’ve made all necessary corrections, scroll to the bottom of the
contract form and click ‘Preview‘

On the Preview page review your corrected contract and then click Save
& Notify OSA to submit the contract for review



Still need help or have questions about why your contract
was returned? Email: agencyhelp@osa.nm.gov 

Experiencing technical issues? Email: helpdesk@osa.nm.gov

Submission will be confirmed with a green notification banner
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