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CHANGE IN SCOPE OF WORK ON CAPITAL CONSTRUCTION PROJECTS 
 

The Board of Education recognizes that it is in the nature of construction projects that 
unanticipated conditions will arise and that those conditions often need to be addressed in a very 
short time frame.  In order to ensure that the District’s capital construction projects can progress 
to completion in a timely, efficient and cost effective manner, it is desirable to delegate the 
authority to review and approve certain change orders without prior Board approval.  The Board 
also recognizes its responsibility to the public to be accountable for the expenditure of funds for 
construction projects. 
 
A change order is a mechanism for handling changes that occur during construction, adding to, 
or deleting from, the original scope of work of an executed construction contract, which alters the 
original contract amount or completion date.  A change order, however, may not be used to make 
substantial changes to the scope of a project.  It is the intent of the Board that change orders be 
reviewed in detail by the authorized parties prior to approval and kept to a minimum. 
 
• The Architect and/or Construction Manager (if applicable) should receive a request/proposal 

from the Contractor, or the Owner (the “District”) for a Change Order to authorize the 
Contractor to perform work (and/or supply materials) that is believed to be outside the scope 
of the Contractor’s contract work.  

• The Architect and/or Construction Manager (if applicable) should review the general scope 
of the request/proposal to determine whether they agree that the described scope of work 
falls outside the scope of work required by the Contractor’s contract and is appropriately 
considered Change Order work. At this time, the Architect and/or Construction Manager (if 
applicable), if required, should provide the necessary design modification 
information/drawings.   

• The Architect and/or Construction Manager (if applicable) should advise the Executive 
Director of Finance and Management Services and the Facilities Planning Team (the “FPT”) 
as early as possible regarding potential Change Orders. 1    

• The Architect and/or Construction Manager (if applicable), acting as the District’s agent, 
should negotiate pricing and other terms of the work to be performed (and/or materials to be 
supplied) pursuant to the potential Change Order.  

• Once the Architect and/or Construction Manager (if applicable) has become confident that it 
has negotiated acceptable terms of the Change Order on behalf of the District, the Architect 
and/or Construction Manager (if applicable) should review the Change Order scope and 
negotiated pricing with the Executive Director of Finance and Management Services on 
behalf of the FPT and obtain approval to move forward with the Change Order process.   

• Following approval to move forward with the Change Order process, the Architect should 
prepare a Change Order recommendation to the District.   

o the Architect’s Change Order recommendation should be in the form of a cover 
sheet, signed by the Architect, along with backup documents and information as 
follows: 
 

                                                             
1 As part of its administration of the Project, the Architect and/or Construction Manager (if applicable) should 
maintain a log as necessary to advise the District of any potential or future changes and their estimated 
cost.    
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§ a general description of the Change Order work;  
§ the overall pricing for the Change Order (with budgetary/contract guidance as 

to the suggested breakdown of the price between allowance deductions and 
total Change Order amount [if appropriate]); 

§ a recommendation by the Architect that it believes that the final pricing is fair 
and reasonable upon consultation with the Construction Manager (if 
applicable);  

§ a recommendation that the Architect and the District sign the formal Change 
Order in accordance with the Architect recommendation;  

§ attachments of current allowance and Change Order logs; 
§ attachments of all Contractor’s proposals relating to the Change Order 

recommendation; and  
§ attachments of multiple originals of the proposed formal Change Order 

prepared by the Architect and signed by the Contractor  
 

o The Change Order recommendation, including the signed cover sheet and the 
backup documentation relating thereto, should be retained by the FPT for the 
District’s Project files and ultimately filed with the corresponding formal Change 
Order.  
 

• The Architect should, barring any objections, sign the multiple originals of the proposed 
formal Change Order as prepared consistent with the terms of the Change Order 
recommendation.  
  

• The formal Change Order should then be presented to the District in accordance with Board 
Policy 6742.  

 
o The formal Change Order should attach the corresponding (signed) Change Order 

recommendation cover sheet (and all relevant related back up documentation). 
o The formal Change Order should be executed by the Contractor, the Architect, and 

the District.  
 

• Once fully executed, the formal Change Order should be submitted to the State Education 
Department (“SED”) along with the SED Change Order Certification and any necessary 
backup documentation.   

 
In addition, a representative from the Architect’s and/or Construction Manager’s (if applicable) 
firm be available, if requested, to attend Board meetings where Change Orders are to be 
presented.  At the meeting, the Architect’s and/or Construction Manager’s (if applicable) 
representatives should be available to answer general questions regarding the necessity of the 
proposed Change Order, and/or questions relating to scope, pricing, etc.  Please note, however, 
that before a Change Order is finalized, it is in the nature of a claim and/or contract negotiation.  
Should the Board, for some reason, require significant detail regarding a certain Change Order, 
it may be more appropriate to discuss said questions in an executive session.  For this reason, 
a representative from the Facilities Planning Team be present for such discussions and to 
advise the Board as to the appropriate scope of any questioning in the general/public session.        
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