
General Inspector Training November 2016

Contract Administration – General Requirements 18-1

Unit 18
Contract Administration 
General Requirements

Unit 18 Topics: 

 Contract agreements

 Types of changes to 
contract Work

 Contract Change Orders 
(CCO)

 Extra Work

 Force Account Work

 Dispute and claim 
process
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What is a contract?

Written agreement describing the Work and defining the 
rights and obligation of the Parties.

Contract Documents

 Specifications

 Plans

 Orders

Why are contracts important?
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Types of Work

 Contract Work

 Additional Work

 Extra Work 

 Disputed Work

 Non-Contract Work 
(Work performed by others)

Contract Work

 Original Contract Documents

– Know what is included

– Know what is NOT included

 Executed Change Orders

– Work that was NOT a part of the original Contract 
Documents
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Additional Work

 Increased quantities of Work

– Within the scope of the Contract

– Established unit price

 How much is too much?

– 00140.30 Agency-required changes

– 00195.20 Changes to Plans or Character of Work

Changed Work

00195.20(b) Significant Changed Work

 Character of the Work has changed

 Requires an adjustment of the Contract
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Extra Work

Work NOT included in the Contract…but necessary to 
complete the Project

 Often due to errors or oversight during project
development

 Requires an adjustment of the Contract

Disputed Work

 00140.65 allows the Contractor to dispute Change
Orders, written orders, and oral orders

 Contractor is required to provide notice of protest

 Work proceeds but is tracked by both Parties

Eventually is converted to another type of Work or results 
in a Claim
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Contractor's Notice of Differing Site Conditions, Delay, or Protest
Completed by Contractor

Instructions: If you have more than one notice, use a separate form for each. See Section 00150.30 for general requirements for delivery of written 
notice. See 00140.40, 00180.60 or 00199.20, whichever is applicable for the notice content, timing and other requirements that must be met for timely 
and proper notice.

Project Name (Section) Contract No.

Date Oral Notice Given,  
If Required

Date of This NoticeContractor Name

Notice No.

Date Mailed/Delivered to 
Agency Project Manager

Check the box for which section this notice applies: 

(Attach additional sheets if necessary.)

Differing Site Conditions (Section 00140.40) 
in the field below provide all of the 
information required by 00140.40.

Notice of Delay (Section 00180.60) in the 
field below provide all of the information 
required by 00180.60.

Notice of Protest (Section 00199.20) in the 
field below provide all of the information 
required by 00199.20.

Signature of Person Signing for Contractor Name and Title of Person Signing for Contractor (please print) Date

For Agency Use Only

Date Notice Was Received Date of Meeting to Discuss Notice

If meeting was not held, please state why.

Date of Written Response to Contractor

Resolved by Change Order No. Not Resolved

Distribution: Area Manager; Contract Administration Engineer
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Non-Contract Work

Work performed by others

 State forces

 Railroads or utilities

Requires close coordination

Contract Change Orders

 What are they?
Written order
modifying or
adding Work

 How are they
used?
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Extra Work Orders

 Extra Work ordered by the Engineer to be performed as
Force Account Work (Section 00197)

– Very tedious and cumbersome

 When are they used?

– If the Engineer and the Contractor cannot agree on a
price for Extra Work
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State Force Orders

 Required to perform (pay for) anticipated or unanticipated
Non-Contract Work

– Only used in certain circumstances
(Refer to Chapter 15 of the Construction Manual)

– Unanticipated Non-Contract Work requires
Letter of Public Interest Finding (LPIF) /
Cost-effectiveness finding

Disagreements, 
Protests and Claims
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Required Notices

 00195.30 No adjustment benefitting the Contractor is
allowed without proper notice

 00195.40 Contractor shall immediately file a written
notice

 00199.20 Protest Procedure

– Oral Notice

– Written Notice

Types of Disputes

 Delays

– Unreasonable delay by the Agency

– Errors, changes, or omissions, Extra Work

– Right-of-way/access delays
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Types of Disputes

Disputed Work
Catch all…anything required in a Change Order or other 
written or oral order from the Engineer

Dispute Resolution
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Pre-Claim Dispute Resolution

 Resolve Disagreement and Protests at the lowest
possible level

– Follow the Contract

– Respond appropriately to Notices

– Keep detailed records!

– Proceed with the Work

– Attempt to minimize damages to either party

Claims

 Any time during the Work, but not later than 45 days
following 2nd Notification

 Protest procedure must be followed prior to Claim

 Required parts of a Claim

– 00199.30(b)
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Claims

 PM Level Review

 Step 1: Region Level Review

 Step 2: Agency Level Review

 Step 3: Arbitration; Claims Review Board

 Step 4: Litigation

Key Inspection Points

 Follow the plans

 Get approval prior to changes to the plans

 Review any processed contract change orders

 Resolve disputes at lowest level

 Watch what you say

 Document in writing all verbal agreements

 Force account time consuming but sometimes necessary

 Do not take disputes or claims personally
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Unit 18 Review: 

Contract agreements

Types of changes to contract Work

Contract Change Orders (CCO)

Extra Work

Force Account Work

Dispute and claim process
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