CHANGE ORDER LOG AND TRACKING SPREADSHEET

[PROJECT NAME]

[PROJECT ADDRESS]

[CONTRACT NUMBER]

[OWNER NAME]

[OWNER ADDRESS]

[CONTRACTOR NAME]

[CONTRACTOR ADDRESS]

[ARCHITECT/ENGINEER NAME]

[ARCHITECT/ENGINEER ADDRESS]

[CONSTRUCTION MANAGER NAME]

[CONSTRUCTION MANAGER ADDRESS]

LOG PREPARED BY: [PREPARER NAME AND TITLE]

LOG PREPARED DATE: [DATE]

LOG PERIOD: [START DATE] THROUGH [END DATE]

RE: TRACKING OF ALL CHANGE ORDERS, CHANGE DIRECTIVES, AND POTENTIAL CHANGE ITEMS FOR [PROJECT NAME]

1. PURPOSE AND USE OF THIS LOG

1.1 Purpose: This Change Order Log and Tracking Spreadsheet is maintained to record, track, and monitor all change orders, change directives, construction change directives, field orders, and potential change items affecting the Work under the Contract.

1.2 Contract Reference: This log is maintained pursuant to [CONTRACT SECTION REFERENCE] of the Contract Documents dated [CONTRACT DATE].

1.3 Controlling Document: This log is a tracking instrument only and does not amend, modify, or supersede the Contract Documents. In the event of a conflict, the executed Contract Documents and individual executed Change Orders control.

1.4 Log Custodian: The log shall be maintained and updated by [LOG CUSTODIAN NAME AND TITLE].

1.5 Update Frequency: The log shall be updated [UPDATE FREQUENCY, E.G., WEEKLY, BIWEEKLY, MONTHLY] and distributed to [DISTRIBUTION LIST].

2. PROJECT AND CONTRACT INFORMATION

2.1 Project Name: [PROJECT NAME]

2.2 Project Address: [PROJECT ADDRESS]

2.3 Owner: [OWNER NAME]

2.4 Contractor: [CONTRACTOR NAME]

2.5 Architect/Engineer: [ARCHITECT/ENGINEER NAME]

2.6 Construction Manager: [CONSTRUCTION MANAGER NAME]

2.7 Original Contract Sum: [ORIGINAL CONTRACT SUM]

2.8 Original Contract Time: [ORIGINAL CONTRACT TIME]

2.9 Contract Date: [CONTRACT DATE]

2.10 Notice Provision Reference: [CONTRACT NOTICE SECTION REFERENCE]

3. DEFINITIONS

3.1 Change Order: A written instrument signed by the Owner and Contractor, and recommended by the Architect/Engineer where required, authorizing an addition, deletion, or other revision to the Work, the Contract Sum, or the Contract Time.

3.2 Change Directive: A written order by the Owner, or by the Architect/Engineer on the Owner's behalf, directing a change in the Work prior to agreement on adjustment of the Contract Sum or Contract Time.

3.3 Construction Change Directive: A written directive issued in accordance with [CONTRACT SECTION REFERENCE] for a change in the Work when the Owner and Contractor have not agreed on the terms of a Change Order.

3.4 Field Order: A written order issued by the Architect/Engineer that is not a Change Order or Change Directive and that has no effect on the Contract Sum or Contract Time.

3.5 Potential Change Item: A proposed change, request for information, or field condition that may result in a Change Order but has not yet been formally authorized.

3.6 Pending Change Order: A Change Order that has been submitted but not yet fully executed by all required parties.

3.7 Executed Change Order: A Change Order signed by all required parties and fully effective under the Contract.

3.8 Contingency: The allowance within the Contract Sum designated for change orders, identified as [CONTINGENCY AMOUNT].

4. CHANGE ORDER LOG COLUMNS

4.1 Log Entry Number: [CO NUMBER]

4.2 Date Initiated: [DATE INITIATED]

4.3 Date Received: [DATE RECEIVED]

4.4 Originator: [ORIGINATOR NAME AND FIRM]

4.5 Description of Change: [DESCRIPTION OF CHANGE]

4.6 Contract Drawing/Specification Reference: [DRAWING OR SPECIFICATION REFERENCE]

4.7 Reason Code: [REASON CODE, E.G., OWNER DIRECTED, DESIGN ERROR, FIELD CONDITION, CODE COMPLIANCE, SCOPE GAP]

4.8 Change Type: [CHANGE TYPE, E.G., CHANGE ORDER, CHANGE DIRECTIVE, FIELD ORDER, POTENTIAL CHANGE ITEM]

4.9 Requested By: [REQUESTING PARTY]

4.10 Cost Proposal Amount: [PROPOSED AMOUNT]

4.11 Approved Amount: [APPROVED AMOUNT]

4.12 Schedule Impact (Days): [SCHEDULE IMPACT IN DAYS]

4.13 Revised Contract Sum: [REVISED CONTRACT SUM]

4.14 Revised Contract Time: [REVISED CONTRACT TIME]

4.15 Status: [STATUS, E.G., OPEN, PENDING, APPROVED, REJECTED, VOID]

4.16 Date Approved: [DATE APPROVED]

4.17 Approval Reference: [APPROVAL REFERENCE OR SIGNATURE DATE]

4.18 Remarks: [REMARKS]

5. CHANGE ORDER TRACKING TABLE

5.1 Log Entry 1: [CO NUMBER] | [DATE INITIATED] | [DESCRIPTION OF CHANGE] | [PROPOSED AMOUNT] | [APPROVED AMOUNT] | [SCHEDULE IMPACT] | [STATUS]

5.2 Log Entry 2: [CO NUMBER] | [DATE INITIATED] | [DESCRIPTION OF CHANGE] | [PROPOSED AMOUNT] | [APPROVED AMOUNT] | [SCHEDULE IMPACT] | [STATUS]

5.3 Log Entry 3: [CO NUMBER] | [DATE INITIATED] | [DESCRIPTION OF CHANGE] | [PROPOSED AMOUNT] | [APPROVED AMOUNT] | [SCHEDULE IMPACT] | [STATUS]

5.4 Log Entry 4: [CO NUMBER] | [DATE INITIATED] | [DESCRIPTION OF CHANGE] | [PROPOSED AMOUNT] | [APPROVED AMOUNT] | [SCHEDULE IMPACT] | [STATUS]

5.5 Log Entry 5: [CO NUMBER] | [DATE INITIATED] | [DESCRIPTION OF CHANGE] | [PROPOSED AMOUNT] | [APPROVED AMOUNT] | [SCHEDULE IMPACT] | [STATUS]

5.6 Additional Entries: [ATTACH ADDITIONAL LOG ENTRIES AS NEEDED]

6. POTENTIAL CHANGE ITEMS AND PENDING ITEMS

6.1 Pending Item 1: [PCI NUMBER] | [DATE] | [DESCRIPTION] | [ESTIMATED AMOUNT] | [STATUS]

6.2 Pending Item 2: [PCI NUMBER] | [DATE] | [DESCRIPTION] | [ESTIMATED AMOUNT] | [STATUS]

6.3 Pending Item 3: [PCI NUMBER] | [DATE] | [DESCRIPTION] | [ESTIMATED AMOUNT] | [STATUS]

6.4 Aging of Pending Items: [AGING PERIOD]

7. COST SUMMARY

7.1 Original Contract Sum: [ORIGINAL CONTRACT SUM]

7.2 Total Approved Change Orders to Date: [TOTAL APPROVED AMOUNT]

7.3 Total Pending Change Orders: [TOTAL PENDING AMOUNT]

7.4 Total Potential Change Items: [TOTAL POTENTIAL AMOUNT]

7.5 Revised Contract Sum: [REVISED CONTRACT SUM]

7.6 Contingency Allocated to Date: [CONTINGENCY ALLOCATED AMOUNT]

7.7 Contingency Remaining: [CONTINGENCY REMAINING AMOUNT]

7.8 Percentage of Contingency Used: [PERCENTAGE]

8. SCHEDULE IMPACT SUMMARY

8.1 Original Contract Time: [ORIGINAL CONTRACT TIME]

8.2 Total Approved Time Extensions: [TOTAL APPROVED DAYS]

8.3 Total Pending Time Extensions: [TOTAL PENDING DAYS]

8.4 Revised Contract Time: [REVISED CONTRACT TIME]

8.5 Substantial Completion Date: [SUBSTANTIAL COMPLETION DATE]

8.6 Final Completion Date: [FINAL COMPLETION DATE]

9. APPROVAL AND SIGNATURE REQUIREMENTS

9.1 Owner Approval: Each Change Order shall be approved and signed by [OWNER AUTHORIZED REPRESENTATIVE NAME AND TITLE].

9.2 Contractor Approval: Each Change Order shall be approved and signed by [CONTRACTOR AUTHORIZED REPRESENTATIVE NAME AND TITLE].

9.3 Architect/Engineer Recommendation: Each Change Order shall be reviewed and recommended by [ARCHITECT/ENGINEER AUTHORIZED REPRESENTATIVE NAME AND TITLE] where required by the Contract.

9.4 Construction Manager Review: Each Change Order shall be reviewed by [CONSTRUCTION MANAGER AUTHORIZED REPRESENTATIVE NAME AND TITLE] where applicable.

9.5 Execution Requirement: No change shall be effective until fully executed in accordance with [CONTRACT SECTION REFERENCE].

10. NOTICE AND TIME REQUIREMENTS

10.1 Contractor Notice: Contractor shall provide written notice of a potential change within [NOTICE PERIOD] of becoming aware of the condition giving rise to the change.

10.2 Cost Proposal Submission: Contractor shall submit a cost proposal within [PROPOSAL PERIOD] of receipt of a request for proposal.

10.3 Owner Response: Owner shall respond to a submitted cost proposal within [RESPONSE PERIOD].

10.4 Time Extension Requests: Requests for time extensions shall be submitted in accordance with [CONTRACT SECTION REFERENCE].

10.5 Waiver: Failure to comply with notice requirements may constitute a waiver of entitlement to the extent provided in the Contract.

11. DOCUMENTATION AND SUPPORTING RECORDS

11.1 Supporting Documentation: Each log entry shall be supported by [SUPPORTING DOCUMENTS, E.G., RFI, FIELD REPORT, COST BREAKDOWN, SCHEDULE ANALYSIS].

11.2 Retention: Records shall be retained for [RETENTION PERIOD].

11.3 Distribution: Copies of this log shall be distributed to [DISTRIBUTION LIST].

12. CERTIFICATION

12.1 Preparer Certification: The undersigned certifies that this log accurately reflects the change order activity of record as of [LOG DATE].

12.2 Prepared By: [PREPARER NAME]

12.3 Title: [PREPARER TITLE]

12.4 Signature: [PREPARER SIGNATURE]

12.5 Date: [SIGNATURE DATE]

13. REVIEW AND ACKNOWLEDGMENT

13.1 Owner Acknowledgment: [OWNER AUTHORIZED REPRESENTATIVE NAME]

13.2 Owner Signature: [OWNER SIGNATURE]

13.3 Owner Date: [OWNER SIGNATURE DATE]

13.4 Contractor Acknowledgment: [CONTRACTOR AUTHORIZED REPRESENTATIVE NAME]

13.5 Contractor Signature: [CONTRACTOR SIGNATURE]

13.6 Contractor Date: [CONTRACTOR SIGNATURE DATE]

13.7 Architect/Engineer Acknowledgment: [ARCHITECT/ENGINEER AUTHORIZED REPRESENTATIVE NAME]

13.8 Architect/Engineer Signature: [ARCHITECT/ENGINEER SIGNATURE]

13.9 Architect/Engineer Date: [ARCHITECT/ENGINEER SIGNATURE DATE]

14. ATTACHMENTS

14.1 Attachment A: [LIST OF EXECUTED CHANGE ORDERS]

14.2 Attachment B: [LIST OF PENDING CHANGE ORDERS]

14.3 Attachment C: [LIST OF POTENTIAL CHANGE ITEMS]

14.4 Attachment D: [COST BREAKDOWN SUMMARIES]

14.5 Attachment E: [SCHEDULE IMPACT ANALYSIS]

14.6 Attachment F: [OTHER: SPECIFY]
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