1/18/11

JFH-MS-C-PC
Checklist for Processing Change Order/Supplemental Agreements
PROJECT: _______________________ LOCATION: _________________________

CHANGE ORDER NO: ____________ CONTRACT NO: ______________________
REQUESTING AGENCY/PROJECT MANAGER:
The following justification and/or documentation is provided as enclosures to attached request for processing change order/supplemental agreement:

1. Change order approval/authorization/justification.               (Encl___) Yes___ No___

2. PM’s cost estimate of change order.                                      (Encl___) Yes___ No___

3. Certification of fund availability, to include fund code, 
    object code, project number, reporting category, etc…         (Encl___) Yes___ No___
4. PM’s proposal request.                                                          (Encl___) Yes___ No___

5. Contractors signed proposal.                                                 (Encl___) Yes___ No___

6. Other: Any other items of information that is pertinent to
     the change order.



                           (Encl___) Yes___ No___
SIGNATURE:_______________________________________ DATE:_____________

TITLE:__________________________________ OFFICE SYMBOL:_____________
09.10.15-17/17

