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CHANGE ORDER REQUEST (COR) CHECKLIST

	Campus
	Project Name
	Contract Number
	Project Manager
	COR No.
	Contract Type

	     
	     
	     
	     
	     
	 FORMCHECKBOX 
 Construction

 FORMCHECKBOX 
 Design-Build


Change Order Request Level (all COR’s in the CO package require this checklist, include all applicable forms)
	Item #
	Form / Document Name

	
	Initiating Document(s), as applicable:

	1.1
	    FORMCHECKBOX 
 Request for Information: Form CP-0100 (Include A/E response) 

	1.2
	    FORMCHECKBOX 
 Owner Initiated Scope Change Directive Form: CP-0252

	1.3
	    FORMCHECKBOX 
 Construction Field Order Form: CP-0330 

	1.4
	    FORMCHECKBOX 
 Supplemental Instructions Form: CP-0480 

	1.5
	    FORMCHECKBOX 
 DSA 140 Application for Submittal of Post-Approval Document:  FORMDROPDOWN 


	1.6
	    FORMCHECKBOX 
 Design Consultant’s Field Report Form: CP-0490

	
	Required Documents for all CORs, as applicable:

	2
	    FORMCHECKBOX 
 Change Order Request (COR): CP-0270-A & Change Order Request – Detail (Estimate): CP-0270-B 

	3
	    FORMCHECKBOX 
 Notice of Change/Delay: CP-0254    ( FORMCHECKBOX 
 N/A – Not provided to CPT by contractor)

	4
	    FORMCHECKBOX 
 Change Order Proposal: CP-0250    ( FORMCHECKBOX 
 N/A – Not provided to contractor by CPT)

	5
	    FORMCHECKBOX 
 Labor Wage Rate Calculation Forms: CP-0271    ( FORMCHECKBOX 
 N/A) (or equivalent)

	6
	    FORMCHECKBOX 
 Time and Material Forms: CP-0272    ( FORMCHECKBOX 
 N/A) (or equivalent; must accompany any COR negotiated on a T&M basis) 

	7
	    FORMCHECKBOX 
 Schedule Fragnet    ( FORMCHECKBOX 
 N/A) (required for any COR which alters the Substantial Completion date must contain the 
                                                            contractor’s fragnet and CPM review narrative.)

	8
	    FORMCHECKBOX 
 Fair Cost Estimate (FCE): CP-0270-A & Fair Cost Estimate – Detail: CP-0270-B    ( FORMCHECKBOX 
 N/A; <$5,000 in value)

	9
	    FORMCHECKBOX 
 Record of Negotiation Form: CP-0320

	10
	    FORMCHECKBOX 
 Scope Change Reason Code Verification Form: CP-0253    
                 FORMCHECKBOX 
 N/A – Form CP-0252 submitted; Owner initiated
                 FORMCHECKBOX 
 N/A – Reason Code: Return of Unused Allowance/Contingency (No change in scope)




	Notes:

	     


COMPLETED BY: 
	     
	
	
	
	     

	PRINT NAME (CPT-PROJECT MANAGER)
	
	SIGNATURE
	
	DATE
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