Appendix H
NEW YORK STATE OFFICE OF GENERAL SERVICES
BUREAU OF CONSTRUCTION SERVICES
	
	CHANGE ORDER
REQUEST NO.
	


SECTION 1:
	PROJECT NO.
	SUPERVISOR:

	TODAYS DATE:



	CLIENT AGENCY:

	PROJECT DESCRIPTION:



	CLIENT CONTACT:

	

	REASON FOR CHANGE:
[bookmark: Check1]      |_|  Field Condition
[bookmark: Check2]      |_|  Error or Omission
[bookmark: Check3]      |_|  Other (Specify):
	FACILITY:   



	DESCRIPTION OF PROPOSED CHANGE:

DRAWING NUMBERS



	JUSTIFICATION:  






	*The agency representative signature below certifies that the change requested on this change order is Mission Critical and funds are available to pay all costs incurred under this request.

	BUREAU CHIEF:
       
Please print

________________________________
Signature

________________________________
Date
	PROJECT SUPERVISOR:
           
Please print

________________________________
Signature

___________________________________________
Date

	AGENCY REPRESENTATIVE:*
    
Please print

_________________________________
Signature

_____________________________________________
Date

	Section 2 (to be completed by Estimator)
	

	
	AMOUNT OF PROPOSAL:
	

	
DATE OF ESTIMATE:  
	

LABOR ESTIMATE:
	

                                     

	
ESTIMATED BY: 
	

MATERIAL ESTIMATE
	

                                         

	
REVIEWED BY COST CONTROL:
	

TOTAL:
	

                                   

	
                                                             Date                            Initials
	
	

	Note:  The Progress Schedule for this work may be affected by this change and will be reviewed upon receipt of approved Funding Authorization.                  



cc:  Bureau Chief, Supervisor, IFS
DCM100 (Rev3-1/25/05)



Change Order Definitions 	  						

Change Order: An order to modify the scope or duration of a project and is Mission Critical.  The Change Order may increase or decrease the total estimated project cost. 

Please Note: Design/code changes are developed only through the Bureau Chief and Design Team. 

Field condition: an unforeseen condition that exists at time of design and field check but is found after construction begins and affects the scope of work being done or the time scheduled to do it.

	Examples: 
Scope – The scope calls for a new doorway in an existing wall. When the wall is opened it is discovered that a pipe goes through where the doorway is required. Since it was not shown on existing drawings or could be identified at field check this is considered a field condition. 
Time involved – A CMU wall is to be removed.  During demolition it is discovered the walls are reinforced and it will take longer than estimated to remove them.  This would not have been seen as normal construction at the time of estimating nor could it be determined at field check; therefore it is considered a field condition.

Error or omission: a scope of work that is shown incorrectly or omitted in construction documents or in funding estimate but is necessary to achieve the desired results.

Example: The scope calls for a wall to be removed.  There is an electric outlet in the wall but is not identified in the construction documents. Since it was not shown in the construction documents but could be identified at field check this is considered an error or omission.

Other (specify): Usually requested by the Client for change in scope of work. This may be for additional work or deletion of work in present scope.  The Client, through the Bureau Chief and Design Team, initiates program changes in scope of work.

	Examples:
Scope change initiated through CS – At time of design the Client requires only new walls to be painted. During construction the Client realizes that the existing walls should be painted to upgrade the entire space to the same level of finish. This change may be initiated through CS since no design/code issues are affected.

Program changes initiated through Bureau Chief – the Client requests layout change of an office.  This change must be initiated through the Bureau Chief since design/code issues are affected.
 
Description of proposed change: Describe changes in scope/time schedule.  Drawings, which refer to the proposed area of work, should be included.  If the work or time involved does not require additional design or comments, the Change Order description should include information that will help explain what needs to be done.

Example: Client requests walls to be painted.  Take a copy of the floor plan and identify the walls to be painted. Write on the description “see attached floor plan A-1 for walls to be painted.” 


Justification: This describes why it is necessary to initiate the change in scope or time of work.

Example: Client requests walls to be painted.  Justification may be: During construction the Client realizes the existing walls require painting to upgrade the entire space to the same level of finish.

Progress Schedule: The schedule used to monitor the project to a set completion date.  This schedule and completion date may be modified as a result of the Change Order, and will be reviewed when the funding authorization is received.

