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AASHTOWare Project 
Change Orders – No Cost Contract Modification

 Quick Reference Guide

This Quick Reference Guide (QRG) will explain the requirements necessary to create a change order which modifies the contract only with no effect on the cost, overall time or milestones for a contract. This happens when contract terms are modified – job special provisions, specifications, plans, etc. – and those modifications require a change order to bind them to the contract. 

The 1Change Order Overview QRG should be referenced for setting up the change order.  These change order types do not modify or add any contract quantities, time or milestones.
No Cost Contract Modification Change Orders
Below you will find the details regarding the entry fields, policy and procedure for the No Cost Contract Modification Change Orders:

Change Order Date:  Automatically populates with date Change Order created.  This is a required field which can be modified.

Description:  Include what type of modification in the description of the change order.  For Example – JSP Modification; DBE Goal Modification; 
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CO Type:  JSP and Specification Changes must be approved at Division level. Select DIV – Division Approval from the drop down list.
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Reason:  Reasons are in drop down list.  Select the SPEC – JSP or Spec Change choice.
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1. Save the changes then scroll towards the bottom of the window to get to the Change Order Explanations.  Note, if using a Standard Explanation, see section below for more information:
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Change Order Explanations:  Only used for No Cost Type Change Orders
Order:  A number that represents the relative position of the change order reference and supplemental explanations on components and the change order report.  The number one (1) will be entered in this field.  Note:  if your Supp Explanation exceeds 4000 characters, you will enter the number two (2).

Reference Explanation Name:  A type classification for a reference change order explanation. For No Cost Change Orders, this is “General”. When you enter a value in this field, the system displays the explanation type below the name, and it displays the description in the Explanation Description field.

Supp Explanation:  Field to enter the explanation (aka Reason) for the change to the contract.
Note:  The Supp Explanation field only allows for 4000 characters per row (Order). Should you need more room, you would need to add another Order (row).  We recommend you are brief with the explanation, and, in instances where you are adding JSP or Specifications, then you should attach them to the change order, not copy into the Supp Explanation to avoid exceeding the 4000 characters.  In addition, if you copy and paste from another application (ie., Word, NotePad, etc.) may not paste in full if reaching that limit.  Be sure to copy in smaller ‘chunks’ to avoid any issues (normally, it just won’t paste anything and not throw an error).
Using Standard Explanations:

1. Start the Order with 1.

2. Select the Reference Explanation Name.  For No Cost Contract Modifications, this will begin with GE.
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3. Use the magnifying glass to open the Explanation Description.  Copy the text.
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4. Open the Supp Explanation window and paste the explanation.  Modify for the contract as needed by replacing the XXXX with this contract specific information, if necessary.
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5. Save when completed.
Once all items have been adjusted and or added, you can now submit the Change Order for Approval.  The 7ChangeOrderApproval QRG outlines the steps on how to submit this for approval.  Please note – since Division Approval was selected along with the SPEC – JSP or Spec Change reason type – you no longer need to override the approval levels for these change orders in AWP!  (
End of Quick Reference Guide
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