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Connect Oregon 

Request for Change Order


Overview of Actions and Responsibilities


	Who initiates the form?
	The Connect Oregon Project Recipient.

	When is the form processed?
	1. When any of the key milestone dates listed in the Recipient’s Connect Oregon agreement or amendment are projected to be delayed by 90 days or more, or
2. When a change to the scope of work is requested.

	Where does the Recipient send the form?
	To the ODOT Project Liaison identified in the Notice to Proceed Letter with a copy to the Connect Oregon Program Manager at LGSConnectOregon@odot.state.or.us

	Action required by ODOT Project Liaison:
	The ODOT Project Liaison reviews the Request for Change Order and makes a recommendation to approve or disapprove, then forwards the form to the Connect Oregon Program Manager at LGSConnectOregon@odot.state.or.us 

	Action required by Connect Oregon Program Manager
	Reviews the Request for Change Order and either approves the request or forwards to Connect Oregon Program Steering Team for review.

	Connect Oregon Program Steering Team
	Reviews the Request For Change Order and either approves or disapproves the request.

	Connect Oregon Program Manager
	Notifies ODOT Project Liaison of action taken.

	ODOT Project Liaison
	Notifies Project Recipient of action taken; initiates amendment to the agreement.
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Request for Change Order


Instructions to Recipient:

· Complete Parts A and B. Complete Part C for requested Key Milestone Date changes and Part D for requested Scope of Work changes.  Part E is for ODOT use only.  Form fields will expand as needed.
· Sign and date Page 1 of this form, and submit completed form and all attachments.
Part A: Project Details

	Project name
     
	Region number
     
	IGA Number
     

	Recipient name AND CoNTACT PERSON
     

	Address

     
	Change order number

     

	City

     
	State

     
	ZIP

     
	Date change requested

     

	Phone

     
	E-mail
     

	Recipient – Complete form, sign, date, and send form and any attachments to the ODOT Project Liaison and a copy to the Connect Oregon Program Manager at  LGSConnectOregon@odot.state.or.us
	Recipient signature
	Date
     


Part B:
Project Cost Information
	1. What is the total cost of your project?



	2. Has the total cost changed from your agreement or amended agreement?




	3. If so, why?





Part C:
Key Milestones 
	Project Key Milestone Description (as shown in agreement or amendment to agreement)
	Original milestone 
due date(s)
	Current milestone 
due date(s)
	Requested milestone
 due date(s)

	1.
     
	     
	     
	     

	2.
     
	     
	     
	     

	3.
     
	     
	     
	     

	4.
     
	     
	     
	     

	5.
     
	     
	     
	     

	6.
     
	     
	     
	     


	7. Describe the milestone date changes requested and why the changes are required. Please include any measures you took to keep the project on schedule.
     

	8. Provide justification for the proposed change. As project readiness is a key component to the project, any delays to the project will be scrutinized carefully. If this request results in a delay, explain why the project should still be considered viable as opposed to canceling it or imposing sanctions identified under “ODOT Obligations” of your Connect Oregon agreement.




	9.
What steps will you take to ensure the requested milestone date changes are met?




Part D:
Scope of Work
	1.
Describe the change requested and why the change is required.
     

	2.
Provide your proposed revised scope of work (that will replace the scope of work in your agreement).
     

	3. Explain how your proposed scope of work meets the original intent of your project as described in your grant application.


     


Part E: ODOT use only
ODOT Project Liaison – Send completed form to:
Connect Oregon Program Manager at LGSConnectOregon@odot.state.or.us
	ODOT 
Project Liaison
	
Recommend approval


Do not recommend approval
	Signature


	Date



	Connect Oregon Program Manager
	 
Approved


Recommend approval


Do not recommend approval
	Signature


	Date



	Connect Oregon Oversight Committee
	 
Approved

 
Recommend approval

 
Do not recommend approval
	Signature


	Date



	Oversight Committee recommendations
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