


[bookmark: _Toc398233944]            Appendix N:  Change order review checklist
Changes are permitted only when they are “within the general scope of the contract.” Change order files must document the history of the change, including reason for the change, cost estimates, negotiation memorandum, and cost analysis.

The write up must be completed before the work takes place, and should address each of the items listed below, along with the appropriate documentation, and submitted to WisDOT for approval.

	Date
	
	Contract Number
	

	Contractor
	
	Title
	

	Reviewer
	
	New Contract Total
	

	Changer Order Number
	
	Dollar Value Increase
	

	Length of Time Extension Granted
	
	New Performance Period End Date
	



	No.
	Item
	
	Action Completed 

	1. 
	Negotiation Memorandum (Emails between Purchaser and Contractor) 
	
	Included

	2. 
	Letter Detailing Change Order Reason (Contractor proposal includes impact costs (direct and indirect) as allowable as defined in FAR Part 31, profit, price)
	
	Included

	3. 
	Scope of Meeting with Contractor
	
	Included

	
	
	
	Not Applicable

	4. 
	Work Authorized within Contract Scope (Original Contract and Solicitation)
	
	Included

	5. 
	Independent Cost Estimate (ICE) 
	
	Included

	6. 
	If new SOW price is 10% more than ICE, rationale provided
	
	Included

	
	
	
	Not Applicable

	7. 
	Cost/Price Analysis and Price Reasonableness
	
	Included

	8. 
	Project Manager Approval
	
	Included

	9. 
	Public Notice
	
	Included

	
	
	
	Not Applicable

	10. 
	Board Approval (Prior to initiation of changed work) (If Applicable)
	
	Included
Not Applicable

	11. 
	Updated Scope of Work
	
	Included

	12. 
	Signed Contract Amendment
	
	Included

	13. 
	Notice to Proceed
	
	Included



	Procurement Manager Signature
	
	Date

	
	
	

	Above name printed or typewritten
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