
RFI and CHANGE ORDER FORMS

1. When requesting information; RFI please include the following:

Contractor Name

Date

Your RFI number

Please email your RFI to the Construction Management Team as AN ATTACHMENT.

2. When submitting Change Order Request Form (form included) please include the following:

Contractor Name

Date

Your CO number

A brief description of change needed

Reason for change

Total Amount of Approved Change Orders to date

Amount of this Change Order Request

Please email your Change Order Request to the Construction Management Team as AN ATTACHMENT.

    Please note that the attached Additional Work Authorization Memo is a tool for getting quick authorization from the CM to proceed with Work beyond the Contractual Scope.  The Change Order form should still follow with the needed price adjustments.

