CHANGE ORDER APPROVAL FORM FOR PROJECT MANAGERS


Project Name: [PROJECT NAME]

Project Number: [PROJECT NUMBER]

Project Manager: [PROJECT MANAGER NAME]

Project Manager Title: [PROJECT MANAGER TITLE]

Company/Department: [COMPANY OR DEPARTMENT NAME]

Project Address: [PROJECT ADDRESS]

Contractor Name: [CONTRACTOR NAME]

Contractor Address: [CONTRACTOR ADDRESS]

Owner/Client Name: [OWNER OR CLIENT NAME]

Owner/Client Address: [OWNER OR CLIENT ADDRESS]

Change Order Number: [CHANGE ORDER NUMBER]

Date of Request: [DATE OF REQUEST]

Original Contract Date: [ORIGINAL CONTRACT DATE]

Original Contract Amount: [ORIGINAL CONTRACT AMOUNT]

Revised Contract Amount (after this change order): [REVISED CONTRACT AMOUNT]

RE: Change Order Request for [PROJECT NAME]


1. CHANGE ORDER SUMMARY

1.1 Change Order Number: [CHANGE ORDER NUMBER]

1.2 Date of This Change Order: [DATE OF THIS CHANGE ORDER]

1.3 Description of Change: [DETAILED DESCRIPTION OF THE PROPOSED CHANGE]

1.4 Reason for Change: [REASON FOR CHANGE, E.G., DESIGN MODIFICATION, UNFORESEEN CONDITION, OWNER REQUEST]

1.5 Reference Documents: [REFERENCE DRAWING, SPECIFICATION, RFI, OR DIRECTIVE NUMBERS]

1.6 Originating Party: [PARTY REQUESTING THE CHANGE]


2. SCOPE OF WORK

2.1 Description of Work Added: [DESCRIPTION OF WORK TO BE ADDED]

2.2 Description of Work Deleted: [DESCRIPTION OF WORK TO BE DELETED]

2.3 Location of Work: [LOCATION WITHIN THE PROJECT]

2.4 Scheduled Start Date: [SCHEDULED START DATE]

2.5 Scheduled Completion Date: [SCHEDULED COMPLETION DATE]

2.6 Impact on Project Schedule: [NUMBER OF CALENDAR DAYS ADDED OR DEDUCTED]

2.7 Revised Substantial Completion Date: [REVISED SUBSTANTIAL COMPLETION DATE]

2.8 Revised Final Completion Date: [REVISED FINAL COMPLETION DATE]


3. COST ANALYSIS

3.1 Labor Costs: [LABOR COST AMOUNT]

3.2 Material Costs: [MATERIAL COST AMOUNT]

3.3 Equipment Costs: [EQUIPMENT COST AMOUNT]

3.4 Subcontractor Costs: [SUBCONTRACTOR COST AMOUNT]

3.5 Overhead and Profit: [OVERHEAD AND PROFIT AMOUNT]

3.6 Bond and Insurance Costs: [BOND AND INSURANCE COST AMOUNT]

3.7 Contingency Amount: [CONTINGENCY AMOUNT]

3.8 Total Amount of This Change Order (Increase or Decrease): [TOTAL CHANGE ORDER AMOUNT]

3.9 Original Contract Amount: [ORIGINAL CONTRACT AMOUNT]

3.10 Cumulative Amount of Prior Change Orders: [CUMULATIVE PRIOR CHANGE ORDER AMOUNT]

3.11 Revised Contract Amount: [REVISED CONTRACT AMOUNT]

3.12 Remaining Contingency Balance: [REMAINING CONTINGENCY BALANCE]

3.13 Cost Basis and Supporting Documentation: [DESCRIPTION OF SUPPORTING ESTIMATES, QUOTES, OR BACKUP DOCUMENTATION]


4. SCHEDULE ANALYSIS

4.1 Original Contract Duration: [ORIGINAL CONTRACT DURATION]

4.2 Time Extension Requested: [NUMBER OF DAYS REQUESTED]

4.3 Time Extension Justification: [JUSTIFICATION FOR TIME EXTENSION]

4.4 Impact on Critical Path: [DESCRIPTION OF CRITICAL PATH IMPACT]

4.5 Concurrent Delay Considerations: [DESCRIPTION OF ANY CONCURRENT DELAYS]


5. CONTRACT PROVISIONS AND CLAUSES

5.1 Contract Reference: This Change Order is issued pursuant to [CONTRACT SECTION REFERENCE] of the Contract dated [ORIGINAL CONTRACT DATE].

5.2 Binding Effect: Upon execution by all parties, this Change Order becomes a binding amendment to the Contract and modifies the Contract only as expressly stated herein.

5.3 No Waiver: Approval of this Change Order does not waive any rights, claims, or remedies of either party under the Contract.

5.4 Entire Agreement: This Change Order, together with the Contract and all prior approved change orders, constitutes the entire agreement regarding the subject matter hereof.

5.5 Conflict: In the event of a conflict between this Change Order and the Contract, the terms of this Change Order shall govern with respect to the work described herein only.

5.6 Time of Essence: Time is of the essence with respect to the performance of the work described in this Change Order.

5.7 Payment Terms: Payment for this Change Order shall be made in accordance with [PAYMENT TERMS OR CONTRACT SECTION REFERENCE].

5.8 Retainage: Retainage shall apply to this Change Order at the rate of [RETAINAGE PERCENTAGE].

5.9 Warranty: All work performed under this Change Order shall be subject to the warranty provisions of the Contract, including [WARRANTY PERIOD].

5.10 Insurance and Bonding: The Contractor shall maintain all insurance and bonding required by the Contract for the work described in this Change Order.

5.11 Indemnification: The indemnification provisions of the Contract remain in full force and effect and apply to this Change Order.

5.12 Dispute Resolution: Any dispute arising out of this Change Order shall be resolved in accordance with [DISPUTE RESOLUTION SECTION REFERENCE] of the Contract.

5.13 Governing Law: This Change Order shall be governed by the laws of [GOVERNING JURISDICTION].

5.14 Severability: If any provision of this Change Order is held invalid or unenforceable, the remaining provisions shall remain in full force and effect.

5.15 Counterparts: This Change Order may be executed in counterparts, each of which shall be deemed an original.

5.16 Authority: Each signatory represents that he or she has full authority to execute this Change Order on behalf of the party indicated.


6. PROJECT MANAGER REVIEW AND CERTIFICATION

6.1 Scope Verified: [YES/NO]

6.2 Cost Estimate Reviewed: [YES/NO]

6.3 Schedule Impact Reviewed: [YES/NO]

6.4 Supporting Documentation Attached: [YES/NO]

6.5 Budget Availability Confirmed: [YES/NO]

6.6 Project Manager Comments: [PROJECT MANAGER COMMENTS]

6.7 Project Manager Certification: I certify that I have reviewed this Change Order, that the information contained herein is accurate to the best of my knowledge, and that the change is necessary and within the approved project scope and budget.

6.8 Project Manager Name: [PROJECT MANAGER NAME]

6.9 Project Manager Signature: [PROJECT MANAGER SIGNATURE]

6.10 Date: [DATE OF PROJECT MANAGER SIGNATURE]


7. APPROVALS

7.1 Contractor Representative Name: [CONTRACTOR REPRESENTATIVE NAME]

7.2 Contractor Representative Title: [CONTRACTOR REPRESENTATIVE TITLE]

7.3 Contractor Representative Signature: [CONTRACTOR REPRESENTATIVE SIGNATURE]

7.4 Contractor Approval Date: [CONTRACTOR APPROVAL DATE]

7.5 Owner/Client Representative Name: [OWNER OR CLIENT REPRESENTATIVE NAME]

7.6 Owner/Client Representative Title: [OWNER OR CLIENT REPRESENTATIVE TITLE]

7.7 Owner/Client Representative Signature: [OWNER OR CLIENT REPRESENTATIVE SIGNATURE]

7.8 Owner/Client Approval Date: [OWNER OR CLIENT APPROVAL DATE]

7.9 Additional Approver Name: [ADDITIONAL APPROVER NAME]

7.10 Additional Approver Title: [ADDITIONAL APPROVER TITLE]

7.11 Additional Approver Signature: [ADDITIONAL APPROVER SIGNATURE]

7.12 Additional Approval Date: [ADDITIONAL APPROVAL DATE]


8. ATTACHMENTS

8.1 Attachment A: [DESCRIPTION OF ATTACHMENT A]

8.2 Attachment B: [DESCRIPTION OF ATTACHMENT B]

8.3 Attachment C: [DESCRIPTION OF ATTACHMENT C]

8.4 Additional Attachments: [DESCRIPTION OF ADDITIONAL ATTACHMENTS]


9. DISTRIBUTION

9.1 Copy To: [DISTRIBUTION RECIPIENT 1]

9.2 Copy To: [DISTRIBUTION RECIPIENT 2]

9.3 Copy To: [DISTRIBUTION RECIPIENT 3]

9.4 Date Distributed: [DATE DISTRIBUTED]
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