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Purpose
To communicate changes made to the Construction Manual (CM) that provides guidance for processing

change orders, including the use of new forms to capture Condition of Award (COA) changes.

Background
Change order guidance previously existed in several documents that were stored in multiple locations.

With these changes, guidance from all the documents was consolidated to one location and included in
the Construction Manual as Appendix 1-A. In an effort to keep all the change order information in one
location, the following resources were also included with the appendix:

178 0 1= Lo [ o= 1-242
Appendix 1-A.1 C30PChange OrderText How-T O ... ... ..., 1-243
Appendix 1-A.2 Change Order Code Selections and Definitions . . .................... .. 1-253
Appendix 1-A4 Example Change Order Documents ... ... ... ... ... . ... .......... 1-263

Additionally, the following documents previously housed on the Construction SharePoint site have been
retired:

WSDOT Construction Change Order Process Guide

State Construction Office Change Order Review Criteria

Guidance
With the addition of Appendix 1-A to the CM, the content in "SS 1-04.4 Changes" was deleted and the
section is revised to read as follows:

SS 1-04.4 Changes

Refer to Construction Manual Appendix 1-A for guidance on change orders and minor
changes.

When processing change orders, follow the guidance in Appendix 1-A. Notable changes include:

The Change Order Checklists (DOT Forms 422-003 and 422-005) have been updated and no
longer documents approvals. Approval signatures have been removed from the form, and
updated guidance requires approvals to be summarized in the Change Record, DOT From 422-
002 (Appendix 4-8).
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Change Record (DOT From 422-002) was updated to include additional sections to align with the
guidance in Appendix 1-A (Appendix 4.13.1).

CCIS is no longer used to track Condition of Award (COA) commitment amounts. With this, COA
changes will not be recorded in CCIS and will no longer be a reliable source of current COA
commitments (Appendix 4.5.1.1).

Two new forms were created to record COA commitment amount changes - DBE COA Change
and PWSVB COA Change (DOT Forms 271-025 and 271-026, respectively). If either form is used,
it must be included as supplemental pages to the CO (Appendix 4.5.3.6).

Resources
Construction Manual:
Appendix 1-A

Forms:
DOT Form 422-003 — Change Order Checklist
DOT Form 422-005 — Design-Build Change Order Checklist
DOT Form 422-002 — Change Order Record
DOT Form 271-025 — DBE COA Change
DOT Form 271-026 — PWSVB COA Change

Implementation Plan
The guidance provided in Appendix 1-A should be used immediately on all design-bid-build projects. For

design-build projects, change orders should be processed following the guidance in the version of the
CM that was referenced in the Request for Proposal (RFP).

Additional Information
Appendix 1-A, Table of Contents (Attached)

Contact Information

Heidi Jensen
Heidi.jensen@wsdot.wa.gov
360-705-7908
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Appendix 1-A  Change Orders
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4.1.2 Contractor-Proposed Change Orders. ........ ..., 1-187
4.2 Evaluate Entitlement ........ . e 1-188
4.3 Evaluate O ption S ..o i 1-189
4.4  Substantiate the Decisionto IssueaChange Order............ccoiviiiiiin... 1-189
4.5 Information for Preparinga Draft Change Order ..., 1-190
4.5.1 Overview of using the Construction Contracts Information System (CCIS)
for Change Orders ...t e e e e 1-190
4.5.2 Change Orders Conditionally Required by the Contract................... 1-192
4.5.3 Change Order Text Generated by the Author ............................ 1-192
454  Prepare Plan S ... 1-198
455 General. .o e 1-198
456 OtherConsiderations....oooiiiiiiiiiiii i it 1-199
4.6 Evaluate C oS t.. ... i e 1-199
461 Unit Bid AnalysSis. .o e e 1-199
4.6.2 Time and Materials Cost Estimating ............. ... . .. . 1-199
463 Delayand Impact Costs. ..o 1-202
4.7 Evaluate Impacts on Time . ... e 1-202
4.8 Obtain Required Approvals . . ... e 1-202
481 General. .o e 1-202
4.8.2 Basis for Providing Approvals. . .....c.coviiii i 1-203
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4.8.9  FUNAINg ..ottt e e e e e 1-204
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4.8.11 Engineerof Record. ..ot i e 1-205

4.9 Identify the Executing Authority ....... ... i e 1-208
4.9.1 Limits to Execution Authority for Change Orders..................cooo... 1-209

4,10 Transmit a Draft Change Ordertothe Contractor.........coiiiiiiiiiiii.t. 1-209
4,11 Request Cost Proposal and Time Impact Analysis from Contractor.................. 1-209
4,12 Negotiate withthe Contractor. ... i 1-210
4.12.1 Objectives of Negotiation. .........cc i i 1-211

4.12.2 Negotiation Prior to Beginning Change OrderWork . ..................... 1-211
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4.13 The Change Order Submittal Package . .....coviiiiiiii i 1-212
4.13.1 Change Record, DOT Form 422-002 ...ttt 1-213

4.13.2 Change Order Checklist, DOT Form 422-003 and 422-005................ 1-215

4,13.3 Supporting Documentation ......... ... i e 1-216
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4.15 Change Order Execution and AuthorizationtoProceed .......................... 1-220
4.15.1 Authorization to Proceed Before the Change Order is Executed............ 1-221

4.15.2 Distribution of Executed Change Orders...........ccoiiiiiiiiinn... 1-221

4.16 Processing the Change Order Submittal Package inECM......................... 1-222
4,17 Project Engineer Responsibilities after Execution............. ... ... 1-223
4,18 Backup Documentation. ... ... e 1-223
4.19 Change Orders and Final Records, ECM storage,and As-Builts.................... 1-223
5 Miscellaneous Change Order Considerations. . ........ccoviiiiin it 1-223
51  Cardinal Changes ..o .oviit it e e e e 1-223
5.2  Unilateral Change Orders . ...t e et 1-224
5.3 Interim Change Orders to Comply with Prompt Payment......................... 1-224
5.4 Variationin Estimated Quantities......oooiiiiiiii 1-225
5.5 Differing Site Conditions (Changed Conditions) ........... ..., 1-225
5.6 Addressing Traffic Control. ... e 1-225
57 ClaimsSettlement.. ..o e 1-225
5.8 State Construction Office Change OrderReview ... iiiiinn.. 1-226
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