Change Order Checklist 

Contract Name:

Change Order Number:


Prior to execution:

[  ] Yes       [  ]  No
Authority personnel have prepared a Change Order form.

[  ] Yes       [  ]  No
The Change Order form clearly defines the change in scope of work.

[  ] Yes       [  ]  No
The Change Order form clearly defines the change in contract cost.

[  ] Yes       [  ]  No
The Change Order form clearly defines the change in contract time.

[  ] Yes       [  ]  No
A cost or price analysis has been performed to support the cost reasonableness of the proposed change order.  Copy attached.

[  ] Yes       [  ]  No
A "Finding of Fact" has been prepared to support the rationale for award of the change order.   Copy Attached

[  ] Yes       [  ]  No
The Authority's attorney has reviewed the "Finding of Fact" for all proposed change orders involving a time extension.

[  ] Yes       [  ]  No
The Authority's Architect / Engineer has reviewed and approved the proposed change order.

[  ] Yes       [  ]  No
A file folder has been established to contain the change order and supporting documents.

After execution:

[  ] Yes       [  ]  No
The change order register has been updated to reflect the above change order.

