How To Issue A Change Order

DEFINITION:  Change Orders - A change order is a written agreement, executed by all parties to the contract, which describes “changes” to the original contract.  A Change order document shall include the following:

1. A detailed description of the proposed change.

2. A reference contract specifications and drawings that are changed.

Change In Scope Of Work 

with Possible Change In 

Time & Cost

Change In Contract Time

with NO Change In

Scope Of Work





NECESSARY TEST
Can this proposed Change Order be completed “reasonably” by another contractor after completion of this present contract.

Contractor Submits Time Extension Request with Detailed Breakdown Of Applicable Costs.

no

yes




Proposed work should NOT be issued as a change order.

PHA Acknowledges Contractors Letter





Develop Change Order Request

Clearly Define in writing the proposed changes.  Include reference to applicable drawings, sketches, and specifications.


Question In The Contractors Liability

For The Delay


no

yes

Independent Cost Estimate

PHA or designee prepares an independent cost estimate.


Disputes & Claim Process Reference The Procurement Handbook 7460.8 REV-1, Chapter #8










PHA Requests Change Order

The PHA or designee formally submits a change order request to the contractor.

PHA Prepares “Finding Of Fact”.

Documentation To Support Rational For Method Of Procurement and

Reasonableness of Cost

24 CFR 85.36 (b) (9)

Procurement Handbook 7460.8 para. 6-7C4





Contractor prepares written proposal.  Proposal shall include breakdown of all direct and indirect costs as per HUD General Conditions.

Finding Of Fact

Reviewed by PHA's Attorney









PHA Reviews Proposal

The PHA reviews the contractors change order proposal to insure that all Federal procurement requirements are met.

1. PHA Verifies that a cost or price analysis has been completed.









PHA Prepares “Finding Of Fact”.

Documentation To Support Rational For Method Of Procurement and 

Reasonableness of Cost

24 CFR 85.36 (b) (9)

A/E provides contractual and technical input.














PHA Prepares Change Order Documents






PHA obtains

Contractors signature on change order






A/E reviews, approves and signs change order document.






C.O. Proposal Exceeds PHA’s Threshold



no
yes



C.O. Submitted To HUD for Review & Approval










PHA Verifies Availability Of Funds







PHA Executes Change Order







Change Order Folder

Change Order is filed in a separate change order folder with supporting documents.







PHA Records Change Order 

in the “Contract Change Order Register”
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