
	Change Order Checklist

	

	DPW Project No.      

	Change Order No.      

	Project Name:          
	

	

	

	Type of Change  FORMCHECKBOX 
 Lump Sum   FORMCHECKBOX 
 Unit Price  FORMCHECKBOX 
 Cost Plus

	 FORMCHECKBOX 
 Initiating Documents included (RFI; RFI Response; PR; CCD etc.)

	 FORMCHECKBOX 
 Supporting Documents attached or referenced

	 FORMCHECKBOX 
 Change Order Proposal review by:

	           
	 FORMCHECKBOX 
 CA/CM (if not SPM approval obtained and explanation included)

	
	 FORMCHECKBOX 
 Consultant (if not SPM approval obtained and explanation included)

	
	 FORMCHECKBOX 
 Agency

	
	 FORMCHECKBOX 
 PM

	 FORMCHECKBOX 
 Change Order fully executed

	 FORMCHECKBOX 
 Bond premium included (No overhead or profit allowed)

	 FORMCHECKBOX 
 Consent of Surety (if applicable)

	 FORMCHECKBOX 
 Statement of Reasonableness

	 FORMCHECKBOX 
 Detailed estimate  (if greater than $100,000.00)

	 FORMCHECKBOX 
 Third Party estimate (if greater than $500,000.00)

	 FORMCHECKBOX 
 Extension of Time or Overtime Request (signed off by Director of Project Management)

	Change order Classification

	
	 FORMCHECKBOX 
 Document Deficiency – Chief Architect’s signature
	

	
	
	name

	
	 FORMCHECKBOX 
 Field Condition

	
	 FORMCHECKBOX 
 Agency Request

	
	 FORMCHECKBOX 
 Non Specific

	

	 FORMCHECKBOX 
 File completed

	
	
	
	

	Prepared   By:
	name
	
	
	m/d/yr

	
	
	signature
	
	date


	738
	
	F 090106




