Minnesota Dept of Transportation

Office of Construction

DO | USE A CHANGE ORDER (C0), WORK ORDER (WO), OR SUPPLEMENTAL
AGREEMENT (SA) TO DOCUMENT THIS CHANGE?

Something happens on the project or someone proposes a change to the Contract

YES

Does the change require:

Major geometric revision?

Structural revision above subgrade?

Affect the functional scope of the approved design?
Alter the scope of the Contract or character of the work?
Alter Contract specifications or Special Provisions?

NO

l YES

Does this change the cost of the Project?

YES NO

SA - NO ADDITIONAL FUNDS

work until the SA is fully executed
. No payment necessary
. No funds encumbered

. Contractor not authorized to perform the affected

P Does this represent a

. “Normal” increase or decrease of
Contract item

. Unacceptable work

. Revision of method of measurement

. Provide a contract pay item to a
group that does not contain that item

e  Waive liquidated damages

®  Represent an assessment of
incentive or disincentive

®  Represent other payment specified in
Contract

YES

CO (Change Order)
. Payment is authorized by Contract —
effective as it occurs
. Payment made using “Backsheet” Engineer
adds to voucher
e  No encumbrance of funds needed until
review at 80% project completion.

NO

A 4

Does the work need to authorized quickly?

l YES

SA-Part A

Contractor not authorized to perform work
until SA is fully execu

Project Engineer, Contractor & ADE
signatures for Part A are faxed to Office of
Construction

Payment is made using “Backsheet” that the
Engineer adds to Voucher after SA is fully
executed.

Funds encumbered as part of execution of SA
Payment cannot exceed the funds
encumbered for SA Part A.

Must have SA Part B fully executed before the
project can be Finaled.

A 4

SA - Standard

Contractor not authorized to perform work until SA is fully
executed

Signatures must be “live”.
Payment is made using item(s) downloaded to CAARS.
Payment may exceed funds encumbered.

Funds encumbered as part of execution of SA

Sa transmitted by hand or mail.

NO

A 4

Does this involve extra work needed to complete the

NO

project as let?
l YES

Is the cost $50,000.00 or less?
l YES

WO (Work Order)- Minor Extra Work
. Contractor not authorized to perform work
until WO is fully executed
. Payment made using Work Order option in
CAARS
. No encumbrance of funds needed until review
at 80% project completion
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