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Change Order for Construction Contracts

Changeswhich may berequired after aconstruction contract has been awvarded must be approved
in accordance with state regul ations and the policy of theloca Board of Education. Thisregulaion
sets forth the procedures for initiating, approving, and reporting change orders for congtruction

contracts.

Thedirector of the Department of Facilities Management isresponsiblefor ensuring that the Board
of Education policy covering construction contract change orders and the procedures outlined
below are properly implemented.

A. Initiating and Processing a Request for a Change Order

1 Using MCPS Form 281-20, Construction Contract Change Order, or
appropriate IAC form, arequest for a change order may be initiated, following
consultation with the MCPS project inspector, by the general contractor,
architect/engineer, or MCPS school facilities saff.

2. All change order requests are reviewed by the project architect/engineer who will
ensure that the following information is included:

a)

b)

d)

A description and judtification for the requested change(s) inrelation to the
origind bid specifications

Documentation, as required, of the subcontractors itemized costs and/or
credits

Thegenera contractor'ssummary of total costlsand/or creditsto effect the
change order

The basis for any requested change in the contract completion date
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3. The project architect/engineer examines the requested change order to determine
that the request is justified and reasonable and that the information provided is
accurate and submits his recommendation to the director of the Divison of
Congtruction.

Approving a Change Order

The director of the Divison of Congruction isresponsible for ensuring that change orders
were gpproved by the gppropriate officia or agency asrequired below and for discussing
with the director of facilities management any unusua change order recommendations
before find action is taken.

1 Director of the Divison of Congruction -- The director of the Divison of
Congtruction isauthorized to approve change ordersfor $25,000 or lessunlessthe

change order:

a) Providesfacilitiesnot included in the standardsfor facilitiesas gpproved by
the Board of Education

b) Authorizeshid dternatives specificaly excluded in theaward of the origind
contract

) Extends the contract completion date

d) Sgnificantly dters the design or extent of facilities provided for in the
origina contract documents

€) Isjudged to be higher than the fair market value of the change

f) Is not acceptable to both the director of the Division of Congtruction and
the project architect/engineer

0 Reaultsin the number of change ordersfor aproject being determined as

excessve

2. Director of the Department of Facilities Management -- Thedirector of Facilities
Management is authorized to approve change orders for $50,000 or less, unless
the change is rdated to the factors outlined in 1.8) - 1.d) above.
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3. Superintendent -- The superintendent or his’her designeeisauthorized to approve
change orders for $100,000 or less, unless the change is related to the factors
outlined in 1.9) - 1.d) above.

4, Board of Education -- All change orderswhich would sgnificantly dter acontract
as defined by items 1.a) through 1.d) above and/or change orders that exceed
$100,000, are submitted by the superintendent to the Board of Education for
approval.

5. State Interagency Committee -- All change orders considered digible are
submitted to the State Interagency Commiittee for approva if state funds for
congruction are involved.

6. The director of the Divison of Congruction is respongble for ensuring thet all
approved change orders are made a part of the contract.

C. Reporting Change Orders

All approved change ordersinvolving state fundsfor construction are reported to the State
Interagency Committee by the director of the Divison of Congtruction.

Regulation History: Formerly Regulation No. 230-8, revised October 1982; revised May 7, 2001; revised February 3, 2006.
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