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SECTION 01 26 00

CONTRACT MODIFICATION PROCEDURES

PART 1 - GENERAL

1.1 RELATED DOCUMENTS

A. Drawings and general provisions of the Contract, including General and Supplementary Conditions and 
other Division 01 Specification Sections, apply to this Section.

1.2 SUMMARY

A. Section includes administrative and procedural requirements for handling and processing Contract 
modifications.

B. Related Requirements:

1. Section 01 25 00 "Substitution Procedures" for administrative procedures for handling requests for 
substitutions made after the Contract award.

Retain one of the three options in the subparagraph below based on project delivery method:  Design/Bid/Build, CMGC, or 
Design/Build.

2. [Contractor’s Agreement Design/Bid/Build, State Form SC-6.21 and The General 
Conditions of the Construction Contract Design/Bid/Build, State Form SC-6.23] 
[Construction Manager/General Contractor Agreement CMGC, State Form SC-6.4] 
[Design/Build Agreement, State Form SC-8.0 and The General Conditions of the 
Design/Build Agreement, State Form SC-8.1] for definitions and contractual requirements 
related to contract modification procedures.

1.3 DEFINITIONS

A. Change Order:  A written order in compliance with the requirements of the Contract authorizing changes 
in the Work.  For the purposes of this Section a Change Order and a Contract Amendment shall have the 
same meaning.

1.4 INFORMATIONAL SUBMITTALS

A. Contractor’s Authorized Signatory:  Submit name of individual authorized to accept changes and 
responsible for informing others employed by Contractor of changes in the Work.

1.5 MINOR CHANGES IN THE WORK

A. Architect/Engineer will issue supplemental instructions authorizing minor changes in the Work, not 
involving adjustment to the Contract Sum or the Contract Time.
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1.6 CHANGE ORDER BULLETIN

A. University-Initiated Change Order Bulletin:  Architect/Engineer will issue a detailed description of 
proposed changes in the Work that may require adjustment to the Contract Sum or the Contract Time.  If 
necessary, the description will include supplemental or revised Drawings and Specifications.  It will also 
state the time period for which the request will remain valid.

1. Change Order Bulletin Form:  State Form SC-6.311 available on the website of the Office of the 
State Architect.

2. Work Change Order Bulletins issued by Architect/Engineer are not instructions either to stop work 
in progress or to execute the proposed change.

B. Contractor-Initiated Change Order Bulletin:  If latent or changed conditions require modifications to the 
Contract, Contractor may initiate a claim by submitting a request for a change to Architect/Engineer.

1. Change Order Bulletin Form:  State Form SC-6.311 available from the website of the Office of the 
State Architect.

2. Include a statement outlining reasons for the change and the effect of the change on the Work.  
Provide a complete description of the proposed change.  Indicate the effect of the proposed change 
on the Contract Sum and the Contract Time.

1.7 CHANGE ORDER PROPOSAL

A. Change Order Proposal:  In response to a University-Initiated Change Order Bulletin or accompanying a 
Contractor-Initiated Change Order Bulletin, submit a quotation estimating cost adjustments to the 
Contract Sum and the Contract Time necessary to execute the change described.

1. Change Order Proposal Form:  State Form SC-6.312 available from the website of the Office of 
the State Architect.

2. Labor Rates:  Prior to submitting first Change Order Proposal, submit bare, unburdened hourly 
labor rates for all contractor and subcontractor labor categories; submit itemized breakdown of all 
applicable additional labor benefit costs to be added to the bare labor cost to arrive at the total 
burdened hourly labor cost.

3. Equipment Costs:  Provide cost backup for all equipment clearly indicating equipment billing rates 
and sufficient to demonstrate, as determined by the University Project Manager, that proposed 
rates are competitive and reasonable in all cases.Submit completed Change Order Proposal Form 
within the requested timeframe.  Include backup documentation to support calculations consistent 
with Contract provisions, including but not limited to, the following:

a. Contractor and Subcontractor labor, material and equipment costs including:

1) A list of quantities of products required or eliminated and unit costs, with total 
amount of purchases and credits to be made.  If requested, furnish survey data to 
substantiate quantities.

2) Applicable taxes, delivery charges, equipment rental, and amounts of trade 
discounts.

3) Costs of labor and supervision directly attributable to the change and as permitted 
by the terms and conditions of the General Contract for Construction.

b. Contractor and Subcontractor overhead and profit.
c. Contractor’s bond cost.
d. Justification for Change in Contract Time:  An updated Contractor's construction schedule 

that indicates the effect of the change, including, but not limited to, changes in activity 
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duration, start and finish times, and activity relationship.  Use available total float before 
requesting an extension of the Contract Time.

4. Maintain detailed records of work completed.  Provide complete information for evaluation of 
proposed changes and to substantiate proposed changes in Contract Sum or Contract Time.

1.8 ADMINISTRATIVE CHANGE ORDERS

A. Allowance Adjustment:  See Section 01 21 00 "Allowances" for administrative procedures for 
preparation of Change Order Proposal for adjusting the Contract Sum to reflect actual costs of 
allowances.

B. Unit-Price Adjustment:  See Section 01 22 00 "Unit Prices" for administrative procedures for preparation 
of Change Order Proposal for adjusting the Contract Sum to reflect measured scope of unit-price work.

1.9 CHANGE ORDER PROCEDURES

A. Submit three signed copies of Change Order Proposal to Architect/Engineer for review.

1. University-Initiated Change Order Bulletins:  University and Architect/Engineer will evaluate 
Contractor’s Change Order Proposal and either request additional information or suggest 
modifications.  Based on this review and evaluation University will either accept or reject the 
proposal.

2. Contractor-Initiated Change Order Bulletins:  Architect/Engineer will evaluate Contractor’s claim 
based on the terms and conditions of the Contractor Agreement and General Conditions of the 
Construction Contract, as applicable.

3. Architect/Engineer’s Action:  When satisfied as to the accuracy and completeness of the Change 
Order Proposal, the Architect/Engineer will sign all three copies and forward to the University for 
consideration.

B. On University's approval of a Change Order Proposal, Architect/Engineer will prepare, sign and forward 
three copies of a Change Order, State Form SC-6.31 available from the website of the Office of the State 
Architect, for signature by the Contractor.  Contractor then forwards all three copies of signed Change 
Order to the University for signature and distribution of fully executed copies to Architect/Engineer and 
Contractor for record. 

C. Upon receipt of a fully executed Change Order, promptly perform the following:

1. Revise Schedule of Values on the Application for Payment Form by indicating each authorized 
Change Order as a separate line item and adjusting the Contract Sum as shown on the Change 
Order.

a. University will not pay for changes to the Work until authorized by a Change Order signed 
by all parties.

2. Revise the Progress Schedule to reflect any change in the Contract Time.
3. Enter changes in the Project Record Documents.



University of Colorado Denver | Anschutz Medical Campus January 1, 2020
Guidelines and Design Standards

CONTRACT MODIFICATION PROCEDURES 01 26 00 - 4

PART 2 - PRODUCTS (Not Used)

PART 3 - EXECUTION (Not Used)

END OF SECTION 01 26 00
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