INSTRUCTIONS ON COMPLETING
CHANGE ORDER FORM
1.
The Change Order (co) or Supplemental Agreement (sa) form should be the first page of the package.  Be sure you put the total number of pages in the document so all parties can insure they have all pertinent documentation.

2.
The name of the general contractor; not a subcontractor.

3.
Number the co's or sa's in sequential order.  If it is the final co or sa, place final in parenthesis after the number.

4.
The name of the county where the airport is located.

5.
The name of the airport as it appears on the grant agreement.

6.
MoDOT project number which will start with "AIR".

7.
We recommend that all "Descriptions and Reasons for Change" for either contract items or noncontract items be put on an attached sheet and a "See attached sheet" comment placed here. See "Special Notes" for help with reasons.

8.
If the project was let by MoDOT, the estimate line number assigned to the contract item goes here.  If project was not let my MoDOT, number your item sequentially.

9.
The number that appears next to the contract item in the contract documents must be placed here.  If no number, leave this area blank.

10.
Item description as it appears in the contract document.

11.
Check to see which condition applies: (Include units)


a.
Use contracted quantity provided, if no previous change has



been made.


b.
Use changed quantity from previous co or sa.

12.
Enter the new quantity to be constructed. (include units)

13.
Subtract units to be constructed from units previously provided for. (Include units and do not indicate as a negative value)

14.
Place the unit bid price here.  If it is a noncontract item, use the negotiated price.

15.
If the value of Column 13 is an overrun, multiply the value by Column 14 and place it here, otherwise leave blank.

16.
If the value of Column 13 is an underrun, multiply the value by Column 14 and place this value here. (Do not indicate as a negative value)

17.
Summate Column 15.

18.
Summate Column 16.  (Do not indicate as a negative value)

19.
The original contract price.

20.
Subtract (18) from (17) and if a negative value transpires, place a negative sign in front of the value.

21.
Item number (22) from previous co or sa. If this is the first co or sa, place a zero here.  If this value is negative, place a minus sign in front of value.

22.
Add values on items (20) and (21) and place value here. If this value is negative, place a minus sign in front of value.

23.
Add values (19) and (22) and place value here.

24.
Project engineer's signature and date.

25.
Sponsor's signature and date.

26.
MoDOT's signature and date.

27.
Place special condition comments here.

28.
Name of general contractor.

29.
Contractor's signature and date.

SPECIAL NOTES
· Supplemental Agreement (noncontract items) items need to be documented in extreme detail, including cost analysis/comparison of alternatives and independent cost analysis. These items need to be addressed separately on a Supplemental Agreement form which is the same as the Change Order form with the exception of the title. They follow the same sequential numbering as for change orders. (Note: do not mix supplemental items on change order forms or change order items on supplemental forms).

· All co's or sa's submitted on forms that do not follow the examples will be returned unapproved.

· All co's or sa's must be submitted for pre-approval to insure funding participation.

· Description and Reason for Change on co's or sa's need:



the estimate line number placed in front of the comment.



to be detailed and explicit.



each item needs to be addressed with a separate reason.

· Any errors in quantities or values will cause the co or sa to be returned unapproved.
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	(1)
	OF
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	(3)

	
	
	
	
	COUNTY:
	(4)

	TO
	(2)
	CONTRACTOR
	
	AIRPORT:
	(5)

	
	
	
	PROJECT NO.:
	(6)

	
	
	
	
	
	

	YOU ARE HEREBY DIRECTED TO MAKE THE FOLLOWING CHANGES FROM THE CONTRACT
	
	

	1.  DESCRIPTION AND REASON FOR CHANGE: (ATTACH SUPPLEMENTAL SHEETS IF REQUIRED) 

	

	(7)

	

	2.  ESTIMATE OF COST OF WORK AFFECTED BY THIS CHANGE ORDER.

	(A)

EST. LINE NO.
	(B)

CONTRACT ITEM

NO.
	(C)

ITEM DESCRIPTION
	(D)

UNITS PREVIOUSLY PROVIDED FOR
	(E)

UNITS

TO BE CONSTRUCTED
	(F)

UNITS OVERRUN, UNDERRUN, CONTINGENT
	(G)

CONTRACT OR AGREED UNIT PRICE
	(H)

AMOUNT OF OVERRUN 

OR PLUS CONTINGENT
	(I)

AMOUNT OF UNDERRUN OR MINUS CONTINGENT

	(8)
	(9)
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	(11)
	(12)
	(13)
	(14)
	(15)
	(16)

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	TOTALS
	(17)
	(18)

	3.  SETTLEMENT FOR COST OF THE ABOVE CHANGE TO BE MADE AT CONTRACT UNIT PRICES, EXCEPT AS NOTED: 

	

	

	

	
	
	
	4.  COMMENTS:

	1. CONTRACT AMOUNT
	
	(19)
	

	2. OVERRUN THIS ORDER (H-I)
	(20)
	
	

	3. OVERRUN PREVIOUS 

    (LINES 4 ON PREV. ORDERS)
	(21)
	
	(27)

	4. TOTAL OVERRUN TO DATE

    (2 + 3)
	
	(22)
	

	5. TOTAL (1 + 4)
	
	(23)
	

	
	
	
	

	
	
	THE TERMS OF SETTLEMENT OUTLINED ABOVE ARE HEREBY AGREED TO.

	(24)
	
	

	SUBMITTED - PROJECT ENGINEER
	DATE
	
	

	
	
	(28)

	(25)
	
	CONTRACTOR (Company Name)
	DATE

	APPROVED - SPONSOR
	DATE
	

	
	
	(29)

	(26)
	
	SIGNATURE (Authorized Representative)
	DATE

	APPROVED - MoDOT AVIATION
	DATE
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