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CHANGE ORDER PROCESSING CHECKLIST
	College
	CPT Project Manager
	Contract Type
	Change Order Number

	 FORMDROPDOWN 

	     
	 FORMCHECKBOX 
 Design Build (DB)

 FORMCHECKBOX 
 Design Bid Build (DBB)

 FORMCHECKBOX 
 Lease-Leaseback (LLB)
	     

	

	Project Name
	Project Number
	DSA Number
	Contract Number

	     
	     
	     
	     


Reference the change order procedures in the Standard Operating Procedures for applicability of all listed forms

	Item #
	Form / Document Name

	1
	► Change Order Form (Must select one):

 FORMCHECKBOX 
 Change Order Form for DB and LLB with Justification Form: CP-0260 

 FORMCHECKBOX 
 Change Order Form for DBB with Justification Form: CP-0261

 FORMCHECKBOX 
 Partial Agreement Change Order Form for DB and LLB with Justification Form: CP-0262 

 FORMCHECKBOX 
 Partial Agreement Change Order Form for DBB with Justification Form: CP-0263

	2
	 FORMCHECKBOX 
 Change Order Reconciliation Form: CP-0265

	3
	 FORMCHECKBOX 
 Change Order Encumbrance Form: CP-0683 (All Construction Contract Types)

	4
	 FORMCHECKBOX 
 Memo for Record

	5
	 FORMCHECKBOX 
 Copy of Draft Proposed Board Action (PBA) for Change Order/Amendment (All Construction Contract Types)

	6
	 FORMCHECKBOX 
 Copy of Authorizing Board Action for Contract Award

	7
	 FORMCHECKBOX 
 Update Current COR Log

	8
	 FORMCHECKBOX 
 State Funded Project Change Order Certification Form: CP-0328 ( FORMCHECKBOX 
 N/A)

	9
	 FORMCHECKBOX 
 All COR’s included in this Change Order with Change Order Request Checklist CP-0326 for each COR                                                                                                 




 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No – Is Contract Authorization via an Emergency Resolution Board Action?


 FORMCHECKBOX 
 Change Order % of the original contract amount

     %  

Notes:

     

Completed by:
	
	
	
	
	     

	Print Name & Title
	
	Signature
	
	Date


	Program Office Use Only

	Budget Confirmation for Change Order
	Confirmed
	Program Controls

	
	 FORMCHECKBOX 
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