
	AUTHORIZATION FOR CHANGE



	Project:
	
	 Date:                                                  


	                  

	
	
	AFC No.:

	

	Notice to Proceed


	Duration

Cal Days
	Original Completion

                    
	CONTRACT/PO #


	DAGS JOB No.:    


	

	Type of Change:  (Indicate the discipline having the greatest responsibility for the change.)

	 FORMCHECKBOX 
 Architect
	 FORMCHECKBOX 
 Civil
	 FORMCHECKBOX 
 Structural
	 FORMCHECKBOX 
 Mechanical
	 FORMCHECKBOX 
 Electrical

	 FORMCHECKBOX 
 Geotechnical
	 FORMCHECKBOX 
 Environmental
	
	
	 FORMCHECKBOX 
 Other:

	 FORMCHECKBOX 
Customer Request
	 FORMCHECKBOX 
 Design  Improvement
	 FORMCHECKBOX 
 Delay Cost 
	 FORMCHECKBOX 
 VECP
	 FORMCHECKBOX 
 Time Extension

	 FORMCHECKBOX 
 Unforeseen Condition
	 FORMCHECKBOX 
  Acceleration Cost
	 FORMCHECKBOX 
 *Design Error [See Below]
	 FORMCHECKBOX 
 Other : 

	Description of Problem / Justification for Change:



	Recommended Solution:



	Original                                                                                                                                          Contract Amt.:
	$
	Amount of

Changes to Date:
	$                            
	Current Contract Amount:  
	 $                               

	Estimated Cost of this Change:  
	 $
	Funds Available:  
	 $

	Will deferring change affect construction progress and / or cost?      FORMCHECKBOX 
  Yes          FORMCHECKBOX 
   No          If Yes, Explain:


	Approximate Extension of time:           cal days

	Other Comments (Include recommendation on how to avoid the mistake in the future) :


	Contractor:
	
	[Name of firm]

	Subcontractor / Trade:
	
	[Name of firm]

	Consultant (Prime) – Verified by:
	
	[Designer / Name of firm]

	Consultant (Sub A/E) – Verified by:
	
	[Designer / Name of firm]

	Project Coordinator
	
	[PM / DB Coordinator]  

	Prepared by:
	
	[PM / DB / IB Coordinator]  

	Approval recommended:
	
	  [Section Head]

	 FORMCHECKBOX 
  Approved       FORMCHECKBOX 
  Disapproved            
	
	  [ Branch Chief/ District Engineer]                 

	  INTERNAL USE only:       Route Separately - 1CMB > 2PMB  > 3CMB (attach Change Order) > 4PWA …or
                                             With Change Order, NOTE on Route Slip for signature

	*Design Error Type:  [ from above]
	REASON(S) FOR:

	 FORMCHECKBOX 
  Correct completed construction – 100%  
      
	 FORMCHECKBOX 


	
	 FORMCHECKBOX 


	

	 FORMCHECKBOX 
  Gross Error 10% of change costs
	 FORMCHECKBOX 

	
	 FORMCHECKBOX 

	

	 FORMCHECKBOX 
  Delay Charges – 100% caused by    

      Consultant    
	 FORMCHECKBOX 

	
	 FORMCHECKBOX 

	

	 FORMCHECKBOX 
  Do not Assess
	 FORMCHECKBOX 
 

	
	 FORMCHECKBOX 
 

	

	[Public Works Administrator]

	[Construction Management]
	[Project Management]

	  Change Order  FORMCHECKBOX 
      
	Purchase Order   FORMCHECKBOX 
  
	New Contract   FORMCHECKBOX 


	1. User Request
	3. Back-up Data
	See instructions and include DPW Form 22(I) – Rev 10/04 
	Send AFC to Design or Project 

Management Branch for action.

	2. Consultant Feedback
	4. Contractor’s Proposal
	
	


AUTHORIZATION FOR CHANGE
· NOTE:  The DPW Form 22(I) Rev 10/04 is to be used for all transmittals with Staff Services Branch when doing ALL Purchase Orders
· NOTE:  ALL allotted, unprogrammed funds that are transferred into the contract via amendment shall have the DPW Form 22(I) r10/04 filled by the User for their information on transfer. 
· This form is to be used mainly to get the Authorization from the SPWA to do any work not outlined in the plans and specifications for the project.

· Type in as much of the information required as possible, including the information needed by Staff Services Branch.

· Information at the top of the page above the double lines, except for the date and AFC #, will only have to be done once.

· This form adds the Subcontractor involved with discipline, as needed.

· This form also adds the name of the Project Coordinator & the phones numbers of the preparer for additional coordinator’s and Staff Services Branch information.

INSTRUCTIONS FOR USE:
To lock the form for applying check marks, do the following….THIS WILL LOCK THE FORM

1. Click… VIEW…TOOLBARS…FORMS

2. Click the lock icon at the right end of the toolbar.

3. Click/Check the appropriate boxes

4. Click the lock icon again to release the form.

Top of Form:

· Project information has to be filled-in initially only once, except for the date and AFC #.
Type of Change:

· Top is discipline & the bottom is the type of change this is.  Check as many boxes as apply.
· NEW 12/13 - If Design Error, see INTERNAL USE for Consultant assessments, if any, at the bottom portion of the form, which also requires CMB, PMB, and PWA reasons and signatures
Description of Change or Justification:

· Make sure that the explanation clearly explains the problem or terms of time changes, the reason for the change, where the problem is, which phase, and other information to show uniqueness..

Recommended Solution:
· Clearly state what the solution is, where it is located, and if there are multiple problems; please state what portion of the cost estimate is dedicated to each part. 
Accounting Information:

· Please make sure all numbers are properly calculated.

Will deferring the change order hamper progress or add cost to the project:

· The General rule is that needs must be done and wishes are not.
Approximate Time Extensions:

· If not done, the time extensions, if given later, must be submitted with, at minimum, a single line diagram showing that it is on the critical path.  

· The submission of a monthly time schedule may be requested to prove that the request is warranted.

Other Comments:

· If a Customer Request is needed but not submitted at this time, please indicate that, “User Request to be submitted with Change Order”

Contractor, Consultant, and PWD Information:

· All the information requested is done for a reason.  Fill-in all information or your form may be returned without action.

Inspection Branch Use:

· Be sure to fill-in the FINAL TOTAL ESTIMATE.

For Change Orders:

· Check the appropriate box at the bottom of the form and make sure all data is compiled in the order indicated, with the Change Order form as the cover sheet.
For Purchase Orders:

· *Whether the Purchase Order is using allotted unprogrammed money or not, send the DPW Form 22(I) to the User for verification and to notify them of the decrease in funds so they can make the necessary adjustments.
· The top sheet for transmittal will always be the Insufficient Funds DPW Form 22(I).

New Contract:
· If there is not enough funds to complete the change order, send the AFC to Design or Project Management for other action.

· Please attach any User information to this request.

DPW Form 53 (REV. 12/13)


