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Local Agency Bridge Projects

Project Change Request 

Overview of Actions and Responsibilities


	Who initiates the form?
	Local Agency’s Project contact.

	When is the form processed?
	1. When any of the original Project key milestone dates and/or Project completion date listed in the Local Agency’s agreement are projected to be delayed by 90 days or more, or
2. When there is a change to a project scope, schedule or budget that increases the cost of the Project or changes made to the year in which any phase of the Project will be delivered or any other changes to the Agreement are being requested.

	Where does the Local Agency send the form?
	To State’s Regional Local Agency Liaison identified in the Project Agreement with a copy to State’s Local Government Section Bridge Program Manager at LGSBridge@odot.state.or.us


	Action required by State’s Regional Local Agency  Liaison:
	State’s Regional Local Agency Liaison reviews the Project Change Request  and makes a recommendation to approve or disapprove, then forwards the form simultaneously to the State’s Local Government Section Bridge Program Manager at LGSBridge@odot.state.or.us and to the State Bridge Engineer through the Bridge Program Manager at Bert.H.Hartman@odot.state.or.us with a cc to Holly.M.WINSTON@odot.state.or.us and Anna.M.Dunlap@odot.state.or.us

	Action required by State’s Local Government Section Bridge Program Manager:
	Reviews and records the Project Change Request data in a project tracking file.

	Action required by State’s Bridge Engineer:
	A. The State Bridge Engineer reviews the Project Change Request and either approves or disapproves it and returns the Project Change Request simultaneously to State’s Regional Local Agency Liaison and to the Local Government Section Bridge Program Manager. 

B. If the Project Change Request exceeds 20% of the total estimated Project cost or $200,000, whichever amount is greater, The State Bridge Engineer forwards the Project Change Request to the Local Agency Bridge Selection Committee for review with a recommendation to approve or deny from the three State members of the LABSC.  If the Local Agency Bridge Selection Committee approves the Project Change Request by a majority vote, the State Bridge Engineer signs approval on behalf of the Committee and forwards a copy of the approval simultaneously to the State’s Regional Local Agency Liaison and to State’s Local Government Section Bridge Program Manager.     



	Action required by State’s Local Government Section Bridge Program Manager:    


	State’s Local Government Section Bridge Program Manager records the action taken in project tracking file.  



	Action required by State’s Regional Local Agency  Liaison:
	Notifies Local Agency of action taken.
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Project change Request


The Local Agency must submit this form to State when any of the Project key milestone dates and/or completion date listed on the Agreement are projected to be delayed by 90 days or more, or when any other changes to the Agreement are being requested.
Part A: Project Details

	Project name
     
	Region number
     
	IGA Number
     

	Recipient name

     
	Bridge Number 

     
	Key Number

     

	Address

     
	Change order number

     

	City

     
	State

     
	ZIP

     
	Date change requested

     

	Phone
     
	Fax
     
	E-mail
     

	Local Agency – Complete form per above instructions
	Agency signature
	Date
     


ODOT Use only – Distribute the form per above instructions
	State’s Regional Local

Agency Liaison
	 FORMCHECKBOX 
 Recommend approval

 FORMCHECKBOX 
 Do not recommend approval
	Signature
	Date
     

	State’s Bridge Engineer
	 FORMCHECKBOX 
 Approved
 FORMCHECKBOX 
Approval Recommended by ODOT

 FORMCHECKBOX 
 Do not recommend approval
	Signature
	Date
     

	Local Agency Bridge

Selection Committee
	 FORMCHECKBOX 
 Approved
 FORMCHECKBOX 
 Not approved
	Signature
	Date
     



Part B:
The key milestones are hereby requested to be modified as follows. (List all original Project key milestones shown in Agreement, current milestone due dates (as amended) and requested milestone due dates.)
	Key Milestone

Description
	Original Federal Program Year
	IGA Est. Obligation

Date
	Revised Obligation Date
	IGA Est.

Project Start Date


	Revise Project Start Date
	IGA Est.    Complete

Date


	Revised Complete       Date
	IGA Est. Budget


	Revised Budget

	1
	PE
	     
	     
	     
	     
	     
	     
	     
	     
	     

	2
	Right of Way
	     
	     
	     
	     
	     
	     
	     
	     
	     

	3
	Utility 
	     
	     
	     
	     
	     
	     
	     
	     
	     

	4
	Construction
	     
	     
	     
	     
	     
	     
	     
	     
	     

	Does the requested change affect the Project completion date?   FORMCHECKBOX 
 Yes    FORMCHECKBOX 
 No 

If yes, new date:      


Part C:
Change request information. (Answer all questions. Provide as much detail as possible to answer the questions in Part C. Use additional sheets if necessary.)
	1.
Describe the change requested.
     

	2.
Why is the change required? Provide as much detail as possible; use extra sheets if necessary.
     

	3.
Total Project costs
	

	a. Does the change increase the total cost of the Project?

	  FORMCHECKBOX 
 Yes
 FORMCHECKBOX 
 No

	4.  What is the original total cost of the Project?

	$      

	If the project is increasing, what is the total cost now?
	$      

	5.  If the project cost is increasing is the increase for PE?
	 FORMCHECKBOX 
 Yes
 FORMCHECKBOX 
 No

	6.  If the Project cost is increasing, is the increase for Construction?
	 FORMCHECKBOX 
 Yes
 FORMCHECKBOX 
 No

	7.  If the Project cost is increasing, is the increase for both PE and Construction?
	 FORMCHECKBOX 
 Yes
 FORMCHECKBOX 
 No

	i.  If yes, how much of the increase is related to PE?
	$      

	ii. If yes, how much of the increase is related to Construction?
	$      

	
	

	8. Is there a change to the scope of work?

If yes, describe the change to the scope.

     

	  FORMCHECKBOX 
 Yes
 FORMCHECKBOX 
 No 


	9.
Does the change meet the original intent of the Local Agency Project? Address what the original considerations were and if they are changed now.

     


	10.
Provide justification for the change(s). Any delays to the Project will be scrutinized carefully. If this request results in a delay, explain why the delay is needed.  

     

	9.
Mitigation: 
What efforts have you made to keep the Project on schedule?
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