
Change Orders
(Contract Modifications)

A Change Order is a written 
order to a contractor for a change 
to the intent of the original 
contract, i.e. an increase or 
decrease in contract quantities, 
or changes to the plans or 
specifications. 
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Change Orders
(Contract Modifications)



Change Orders are used to:
• Change authorized quantities of items 

(increases or decreases)
• Add a new item or material
• Serve as a Source Document for the Office 

of Finance to enter changes and additions to 
Progress Vouchers

• Document changes to the contract 
documents – once signed by all parties are 
legally binding



Items Requiring 
a Change Order

• Any change to the original scope or 
intent of the project.

• Price adjustment to reduce 
payment for an item below 
minimum standards.



Items Requiring 
a Change Order

• Deletion of item with original 
contract amount more than 
$50,000.

• Overruns and underruns more than 
$50,000 based on category 
amount.



Items Requiring 
a Change Order

• Any overrun/underrun of items that 
are defined to be paid at contract 
quantity.
–Note:  For changes to Plan quantity 

items, field measurements are 
required to document the change in 
quantity!



Items Requiring 
a Change Order

• Incentive/Disincentive Provisions
• Value Engineering proposals
• Plan Revisions with new and/or 

changes to contract items.



Items Requiring 
a Change Order

• Adding items to the Contract
• Changes to the Specifications
• Extensions of Contract Time
• Settlement of Liquidated Damages.



Items NOT Requiring 
a Change Order

• Less than $50,000 Value
1. Deletion of an item < $50,000.00
2. Overruns / Underruns < $50,000.00



Substantial vs. 
Non-substantial

• Substantial – the project 
engineer must obtain pre-
approval from the 
Administering Bureau 

• Non-substantial – prepared 
by the project engineer & 
approved by the DLSE



Justification Checklist for 
Change Orders

Some acceptable methods to justify 
change orders are:

• Original copies of material quotes
• Comparable prices to the “Summary of 

Awarded Prices”
• Independent cost check of area 

suppliers



Justification Checklist for 
Change Orders (continued)

• Equipment Watch (for equipment)
• Invoices Prices for Materials
• Contractor’s certified payroll (for labor)
• Davis-Bacon wage determinations (for 

labor)



Justification Checklist for 
Change Orders (continued)

• Summary of actual costs
• Similar contracted items on previous 

projects
• Previous Change Order costs for like 

items



Examples of Statements 
on C.O.  for Prices

• Agreed price is comparable to item xxxx 
(a similar item)

• Cost is justifiable based on Rental Rate 
Blue Book values 

• Analysis is included in the project file
• Agreed price is based on invoiced 

prices and estimated labor cost is 
comparable to item xxxx (a similar item)



Examples of Statements 
on C.O.  for Prices

• Individual costs have been agreed to 
based on certified payroll expenses, 
invoiced rental rate charges, and actual 
material invoiced

• Summary of analysis is attached (Use 
for very brief analysis)

• Summary of costs and analysis is 
included in the project file



Contract Time Adjustment
• Every Change Order must address time 

considerations.
• Impact on time may be addressed in one of 

three ways:
1. No change in contract time
2. Contract period will be adjusted by “X” working 

(or calendar) days
3. Impact on contract time will be reviewed at a 

later day
OR
Impact on the contract time cannot be 
determined at this time.



Participating vs. Nonparticipating

• Participating or nonparticipating are 
applicable to both substantial and 
nonsubstantial 

• The Administering Bureau will review 
the Federal and State potential 
participation.
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Knowledge Check – Change 
Orders / Contract Modifications



Knowledge Check – Change 
Orders / Contract Modifications

• Where would you look to find the Accounting 
ID Number that the Office of Finance needs 
to identify the Contract that the Change 
Order is modifying?
On the Contract, it can be found on the second 

page under the Contract Project(s) heading.



• What should you do if the number of 
working days will need to be adjusted, 
but at the time that the Change Order is 
written it is unknown how long the extra 
work will take?
Check the box that says “Unknown at this 

time” and write in the comments that the 
working days needed for the work will be 
addressed in a future Change Order.

Knowledge Check – Change 
Orders / Contract Modifications



• When increasing or decreasing an existing 
item, what number should be used for the 
item number?
The item number on the contract of the original 

item that is being modified?
• When adding new items to a contract, how 

should the items be numbered?
Consecutively starting with 8001.

Knowledge Check – Change 
Orders / Contract Modifications



• Is it OK to use the statement “Agreed 
Price” to justify the cost of a new item 
added to a contract?
No, that is not sufficient

• Why is it not acceptable?
Cost of new items must be based on a 

comparison of similar items or be broken 
down into actual costs of materials, labor, 
equipment, etc.

Knowledge Check – Change 
Orders / Contract Modifications



• What is the difference between Participating 
and Non-Participating?
Participating indicates that the change to the 

contract may be eligible for federal funding.  
Non-participating items are funded by either 
state or local funding.

• What should you do if you do not know what 
the funding source for the change will be?
Contact the district or regional office.

Knowledge Check – Change 
Orders / Contract Modifications


