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                       Instructions Revised 03/01/2000

SAS-42

CHANGE ORDER - ADVICE OF CHANGE

STATEMENT OF PURPOSE:
The Change Order (Advice of Change) is completed by the Architect/Engineer in charge of the project and submitted to the Division of Contracting and Administration of the Department for Facilities Management to make changes to a Capital Construction Project contract. These changes may increase or decrease an established encumbrance, or they may not have any net change in financial data as provided.


Also, this form is used to amend Architect/Engineer Personal Service Contracts, in which case the block in the lower left corner is not required to be completed.


Note:
If the expenditure is to be distributed to more than one account, enter “See Attached” in both the account format and in the Vendor Number/Suffix fields.  Complete a Multiple Cost Distribution Form, and attach it to the back of the SAS-42.

COMPLETION INSTRUCTIONS:
FIELD NAME
INSTRUCTIONS

Architect/ Engineer or User Agency


Date
Enter the current date.

Page Number
Enter the consecutive number this page represents, e.g., page 1 of 4.

Establish Encumbrance
Check “yes” if the Advice of Change effects the encumbering of funds.  Check “no” if the encumbrance is not effected.

Contract No.
Enter the construction contractor’s contract number as it appears on the Specification Book or “Work-Order” letter.  This is an eight-character alpha/numeric identifier preceded by CT (Construction Contracts) and PS (Personal Service Contracts).

Change Order No.
Enter Change Order Number consisting of prefix “CO” plus a six- (6) digit number from the agency control log.

Control No.
Leave this field blank.  Completed by the Division of Contracting and Administration.



Architect/ Engineer or User Agency


Multiple Cost Distribution
Leave this field blank.  Completed by the Division of Contracting and Administration.

*BFY (Budget Fiscal Year)
Enter the two-digit number identifying the Budget Fiscal Year for this change order.    i. e. “00”, “01”

*Fund
Enter the four-digit fund number identifying the financial resources relating to this transaction.

*Agency
Enter the three-digit Agency number completing this document.

*Organization (ORG)
Enter the four-digit Agency Organization number for this document.

Appropriation (AP)
Inferred. A two-character Appropriation code for this agency and organization.

Allotment (AL)
Inferred. A three-character Allotment code for this agency and organization.

*Program Budget Unit (PBU)
Required.  Enter the four-character code, which identifies the program or project to which this transaction applies.

Job/Project #
Entered by Division of contract and Administration, the first five characters of an existing eight-character project/sub-project code that identifies with this contract.

SUB (Sub-project)
Entered by Division of Contracting and Administration a two-digit sub-project number associated with the above job/project number.

PH (Phase)
Entered by Division of Contracting and Administration a one-character phase code as part of an eight-character project/sub-project/phase number.

*Object Class
Enter the applicable four-character object code relating to this transaction.  E703 for Construction and E701 for Architects and Engineers.

Amount
Leave this field blank.  Completed by the Division of Contracting and Administration.

Vendor and Complete Mailing Address
Enter the Contractor’s complete name and address as it appears on the Form of Proposal, Personal Service Contract, or Purchase Contract.



Architect/ Engineer or User Agency


*Vendor Number
Enter the nine to twelve character vendor identification number from the Vendor Master File.  If this request concerns a new vendor, complete and submit a Vendor Request Form with this document.

*Vendor Suffix
Enter the applicable two-digit vendor suffix number that identifies multiple mailing addresses for a single vendor.

Bid Invitation No.
Bid number used by the Division of Contracting and Administration when a bid is received.

Agency
Enter using agency and location - i.e., Department of Parks, Greenbo Lake State Park.

Project  
Enter the project title as assigned.

County
Enter the name of the county in which the project is located.

*Project Number 
Enter the Division of Engineering file number.

Item No.
Enter a consecutive number for each item entered.  (Use reverse side of form or plain paper if more space is needed.)

Itemized Description of Changes
1.  Enter the exact description of each item of work necessary to properly make the change.  Refer to General Conditions Article entitled “Changes in the Work” for various methods of determining value of extra work.  Attach the appropriate drawing if necessary to explain the work to be done.  Reduced drawings or sketches are preferred.

2.  Always attach the Construction Contractor’s quotation or detailed proposal of the cost of work to be performed.  The Contractor’s original quotation should be attached to the original DOA-42 form.  Failure to attach documentation results in rejection of Amendment.

3.  Give REASON(s) for this change.  Do not say, “requested by owner or agency” but be more specific.  Example: (1) Fire Marshal’s requirement, (2) Quantity adjustment, (3) Additional roof blisters discovered after renovation commenced.

Amount of Change
Enter the total amount for each item.  Indicate increase (+) or decrease (-) in front of each amount.



Architect/ Engineer or User Agency


Facilities Management Auditor’s Initials/Date
Leave this field blank.  Completed by the Division of Contracting and Administration.

Availability of Funds/Date
Leave this field blank.  Completed by the Division of Contracting and Administration.

Cost of This Change
Enter the net change to the contract in appropriate box.

CONTRACTOR’S BLOCK


Signature and Date Contractor
Completed by the Contractor (Architect/Engineer is responsible for obtaining the signature of the contractor or authorized agent.)

Signature/Date

Architect/Engineer
Enter the signature and the date of the signature of the person authorized to approve this document.

Architect/Engineer

Firm Name
Enter the name of the firm.

Completion Time
Enter the number of calendar day’s extension allowed for completion of project due to changes on this order.

Completion Date
Enter the revised contract completion date.

APPROVAL BLOCK


Project Engineer
Leave this field blank.  Completed by the Division of Contracting and Administration.

Director of Engineering
Leave this field blank.  Completed by the Division of Contracting and Administration.

Authorized Agent
Leave this field blank.  Completed by the Department for Facilities Management.

Original Contract Price
Enter the original contract amount as shown on the front cover of the specification book or the Work-Order letter.

Previous Change Orders (Net)
Enter the net amount of all previous Change Orders.  (Note for Change #1 this would be “0".  This amount could also be a negative amount.)

Revised Contract Price
Enter the total of net increase/decrease, Original Contract Price, Previous Change Orders to equal Revised Contract Price.



Division of Contracting and Administration


Document Suffix
Any encumbered document will require a suffix.  If one account is charged, it will always be 01.  If multiple accounts, the MARS-30 will be numbered 01 through 99.  Liquidation documents must identify corresponding suffixes.

Control No.
Enter the next sequential number from the procurement control log for this Amendment.

Multiple Cost Distribution
Check “yes” if a Multiple Cost Distribution is attached to the front copy of the document submitted to the Division of Accounts.  Otherwise, check “no”.

Amount
Enter the amount for the Account referenced through the funding strip.

APPROVAL BLOCK


Facilities Management Auditor’s Initials/Date
Enter the initials and date of initials of person auditing this document.

Availability of Funds/Date
Enter the initials of person verifying the availability of funds.

Project engineer
Secure the signature and date of signature of the project engineer.

Director of Engineering
Secure the signature and date of signature of the Director, Division of Engineering or authorized agent.

Department for Facilities Management


Authorized Agent
Director for Facilities Management authorized agent’s signature for procurement.

DISTRIBUTION OF COPIES:



Vendor Copy


Division Engineering copy


Agency copy


Procurement copy

Statewide Accounting Services

*Copy from first approved Change Order, otherwise leave blank.               
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