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	REQUIRED ITEMS FOR PROCESSING
	
INCLUDED

	Page 1 of Change Order

	

	1. ENSURE THAT TOTAL AMOUNT OF CHANGE ORDER DOES NOT EXCEED 25% OF CONTRACT VALUE
	

	2. Check issuance date:
 (Date document prepared) Ensure it is current
	

	3. Check Change order number:
Ensure the change order is numbered, is in sequential order, and if final it states final (Change Order 3-Final) 
	

	4. Correct/complete name of Project and bid number
	

	5. Name of Contractor and short description of project
	

	6. YOU ARE DIRECTED TO MAKE THE FOLLOWING CHANGE TO THE CONTRACT DOCUMENTS:

	a. Descriptions of price change
	

	b.    Descriptions of changes to contract time indicating any milestones, substantial or final completion dates
	

	c.    Impact of this change order to Contract Price and Contract Time for each change order item
	

	7. PURPOSE OF CHANGE ORDER: Itemized list of items above

	      a.    Description of what brought about the need for the Change Order
	

	8. ATTACHMENTS

	      a.   Request from Contractor and/or owner
	

	    b.   Related Correspondence
	

	            c.   Related Work Change Directive(s)
	

	            d.   Pricing submitted by Contractor
	

	            e.   Memorandum of negotiations by Engineer 
	

	            f.   Applicable drawings and/or specifications
	


CHANGE ORDER CHECK LIST 





	Page 2 of Change Order

	
INCLUDED

	9.  CHANGE IN CONTRACT PRICE: Original Price

	a.  This is the amount awarded to the Contractor 
	

	10. CHANGE IN CONTRACT TIME:  Original Contract Time

	a. Original number of calendar days allocated by the contract and due dates for substantial, final completions and any other milestones
	

	11. CONTRACT PRICE PRIOR TO THIS CHANGE ORDER:

	a. If there are any previously executed change orders that have changed the contract price.  If not, the amount should be the original price. 
	

	12. CONTRACT TIME PRIOR TO THIS CHANGE ORDER:    

	a.    Number of calendar days allocated as changed by any previous change orders and revises current due date for each milestone
	

	13.  NET INCREASE/DECREASE OF THIS CHANGE ORDER:  Amount 

	a. Specify either Net Increase or Net Decrease and amount (if no impact, strike out both)
b. Specify percent change to original price for this change order
	

	14. NET INCREASE/DECREASE OF THIS CHANGE ORDER:  Time

	a. Input number of calendar days added to or subtracted from the specific milestone by this change order (if no impact, strike out both)
	

	15. CONTRACT PRICE WITH ALL APPROVED CHANGE ORDERS:

	a. Previous contract price plus change order totals to new contract price 
b. Specify percent change to original price for all change orders
	

	16. CONTRACT TIME WITH ALL APPROVED CHANGE ORDERS:

	a. Total calendar days allocated and due dates for each milestone as revised by this change order
	

	
	

	
	

	Page 3 of Change Order
Engineer’s Cost Summary and Classification of source of change:
	
INCLUDED

	1. Liquidated Damages
2. Adjust Final Quantities
3. Unforeseen Conditions
4. Owner Ordered
5. Repay Owner
6. Errors
7. Omissions
8. Other - Specify
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