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About 
A Change Order adds positive or negative cost items to Expense Contracts and/or extend time. In Hard Bid Change 
Orders, there are no amendments or authorizations that are needed for Requirements. 

Notes 
The Change Order process can be initiated by either the PO (Contractor proposals under $25K) or the COU Lead 
Estimator (Contractor proposals greater than $25K). This guide provides step-by-step instructions for when the COU is 
responsible. Please see the separate guide for when the PO is responsible. 

 
If the Change Order’s issue is the result of a TCR, the Change Order will also use the COU Lead Estimator steps. 

Process Overview 
First, the Lead Estimator creates and submits the Change Order, which is DocuSign approved by the GC. Next, the Lead 
Estimator compiles the package for COU Manager and COU Senior Director to review. The Change Order is sent to 
Finance to be encumbered, which is followed by SCA DocuSign approval based on the dollar amount or time extension 
length. Upon approval, the Change Order is approved for Pay Requests. 
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Workflow Diagram 
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Step-by-Step Instructions 
Create Change Order 

 

 
 
 Role  

 
 

 Preceding Steps  

 
 

 Outcome  

COU Lead Estimator Issue item exists with PCO and 
CO values of over $25K. 

A new Change Order has been 
created. 

Steps   
1.  Go to 'Project Finder' > Navigate to the desired project 
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2. Go to 'Apps' > Select 'Issues' App 

 
 

3. Select desired issue, In the Items section, select 'Initiate Change Order.' There must be a Cost Code , 
Description, and CO amount are entered. If not, click Edit and fill out those fields in the Items section. 
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4. Click 'Start Processing' 
 

 
5. Enter Scope (Required) > Click 'Save/Close' 

Note: To add an additional LLW, select the 'Insert' button in the Items section. 
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Update Change Order 
 
 
 Role  

 
 

 Preceding Steps  

 
 

 Outcome  

COU Lead Estimator Existing Change Order has 
been created. The Change Order is updated. 

Steps 
1. Select desired Change Order > Click 'Edit' 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
2. Update fields > Click 'Save/Close' 
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Submit Change Order for Signature 
 

 
 
 Role  

 
 

 Preceding Steps    

 
 
Outcome  

 

 
COU Lead Estimator 

 
Existing Change Order has 
been created. 

The Change Order is submitted 
to GC for DocuSign approval. 
If the Change Order ends in a 
U, it is sent to COU Lead 
Estimator to compile the 
change order package. 

Step 
Select the Change Order requiring submission > Select Submit for Signature 

 

 

 
GC DocuSigns Change Order 

 

 
 
 Role  

 
 

 Preceding Steps  

 
 

 Outcome  

 
GC 

The Change Order has been 
submitted for signature. 

The Change Order is DocuSign 
approved by the GC. COU Lead 
Estimator needs to compile the 
change order package. 

Steps 
1. Go to email account (external) > Select email titled Expense Change Order 
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2. Click 'Review Document' in email 
 

3. Click 'I agree to use electronic records and signatures.' > Click 'Continue' 
 

 
4. Click 'Signature' button > Select appropriate location on document > Click 'Date Signed' button > Select 

appropriate location on document > Click 'Finish' button 
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Compile Change Order Package in Issue 
 

 

 Role   Preceding Steps   Outcome  

 
COU Lead Estimator Change Order is signed by the 

GC. 

COU Lead Estimator compiles 
Change Order package in 
Issues app, and copy the 
approval doc to Change Order 

COU LEAD ESTIMATOR COMPILES CO PACKAGE 
1. Go to Linked Issue 

 
2. Click Edit button and go to References section, click add approval doc 
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3. Select the documents to be included in the Change Orde Package, use the arrow button on the right to move the 

order of documents and make sure the change order DocuSigned by GC is on the first page. Enter the Filename 
and then click OK. Click Save/Close. 
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4. Click Copy Approval Doc to Linked CO 
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5. Go back to the change order app. Select the Change order and Click Submit for Signature button 
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Pin Sign Change Order Package 
 

 
 
 Role  

 
 

 Preceding Steps  

 
 

 Outcome  

 
COU Manager 

Change Order Package is 
compiled by Lead Estimator 
and signed by the GC. 

COU Manager reviews the 
Package in the Issue App, PIN 
signs Change Order and sends 
it to the COU Senior Director. 

Steps 
1.  Go to 'Tasks' > Click the Expense Change Order task. Review the approval document and click Approve button. 
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Pin Sign Change Order Package 
 

 
 Role  

 
 Preceding Steps  

 
 Outcome  

 
COU Senior Director Change Order is reviewed by 

COU Manager. 

The change order is sent to 
Finance for encumbrance. 

FINANCE ENCUMBERS THE CO 
1. Go to 'Tasks' > Click the Expense Change Order task. Review the approval document and click Approve button. 

 
 
 
 

 
Encumber in Oracle 
 

 
 Role  

 
 Preceding Steps  

 
 Outcome  

 
 
 
 
 
 

Finance 

 
 
 
 

 
COU Senior Director has 
approved the Change Order. 

The change order is 
encumbered and needs to be 
signed if amount > $25k: 
• The amount is ≤ $100k and 

the extension time is ≤ 30 
days – CPO DocuSign. 

• Amount is > $100K and ≤ 
$250K; time extension is > 
30 days and ≤ 60 days– VP 
DocuSign. 

• Amount is > $250K or time 
extension is > 60 days and – 
VP PIN sign. 
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Vice President Review and Pin Code Sign 
 

 

 
 Role  

 
 Preceding Steps  

 
 Outcome  

 
Vice President 

The Change Order has been 
encumbered. 
The Change Order amount is > 
$250K or time extension is > 60 
days. 

VP approves and PIN code 
signs the Change Order. 
Change Order is sent to the 
President to DocuSign. 

Approve and DocuSign Package 
 

 
 Role  

 
 Preceding Steps  

 
 Outcome  

CPO, VP, or President (depends 
on Change Order amount) The Change Order has been 

encumbered. 
The Change Order has been 
approved. 

DOCUSIGN INSTRUCTIONS 
1. Go to email account (external) > Select email 

Note: The subject of the email will change depending on who is approving the Change Order package. 
 

 
2. Click 'Review Document' in email 

 

 
3. Click 'I agree to use electronic records and signatures.' > Click 'Continue' 

 

 
4. Click 'Signature' button > Select appropriate location on the document > Click 'Finish' button 
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COU Admin Distribute CO and Cover letter to GC 
 

 

 Role   Preceding Steps   Outcome  

COU Admin 
The Change Order has been 
DocuSigned by all parties. GC receives the CO and Cover 

letter. 

Step: 

1. Go to the change order, scroll down to the references section, click on the esigned document with all parties 
signatures. Click view button. 

 
2. Click the pop out button and the pdf will pop out in web browser. 
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3. Save the CO page and distribute to GC. 

 
Change Order Types 
Any type that ends in A will be handled by COU. Send an email request to allow the approval of the process, including 
reason why you are looking to provide an A. Based on the reason, it will be approved or rejected, for instance, they might 
request more documentation. 
 
Negative Change Order 
For anyone Who is searching to do de-obligate which is the same process as Negative Change Order, the steps are: 

1. Begin with a CIC and enter the negative amount. Initiate an Issue CIC User Guide  
2. Initiate the NOD 
3. From the Issue, enter the negative amount in the CO field and make sure the NOD is present in the References 

section. Upload any additional supporting documentation.  
4. Click Save/Close. The Change Order will be processed by someone in COU because it is a negative CO.  

NOTE: Make sure that the Change Order has the same negative value as the contract so that it nets to $0. Also, 
make sure that the same Markup percentages are on the CO as on the Contract. 

 
Unilateral and Resolution (U, R) 
A unilateral change order should be used in situations where the SCA needs to make a change to the contract without the 
contractor's agreement or signature. This is typically done when there is a disagreement or when the contractor's 
agreement cannot be obtained in a timely manner. The unilateral change order is later followed by a resolution change 
order, which aims to resolve the issue and requires the contractor's signature. 
 

• Generally, a unilateral change order is a directive that the contractor must follow, but they are free to file a claim 
for additional costs or time incurred due to the change. Since it does not require the contractor's signature, it 
cannot act as a release of further claims. 

• A resolution change order comes after the unilateral change order has been processed and leads to an immediate 
and consensual resolution between the parties involved. 

 

https://dnnhh5cc1.blob.core.windows.net/portals/0/IT/Training/CAMP/2023%20Updated%20CAMP%20User%20Guides/CAMPHard%20BidCICUserGuide.pdf?sv=2017-04-17&sr=b&si=DNNFileManagerPolicy&sig=I0QbMmWvGEY1IQ26KqG6yQPvS5KRxdP6s5zUq%2BYQsQs%3D
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The SCA needs the contractors to sign both the original unilateral change order page and the new resolution change order 
page in the same DocuSign request. This requires an Approval Document to compile both change orders into one PDF for 
the contractor to sign. 

 

Unilateral Change Order (Data passed from CES): 
1. Navigate to the Issues App 
2. Click New 
3. Details Section: Fill out the Subject 

 

 
 
 
 

4. Items Section: 
a. Click Insert to create the first line 

 

 
 

b. Change Type: Click the dropdown menu and select U 
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c. You’ll see the Scenario field changed to Unilateral. Select the Cost Code 
 

 
 

d. Enter all Potential Costs (Estimate, PCO, FRE, CO) 
 

 
e. Enter all Dates (Estimate, PCO, FRE, CO) 

5. References Section: Upload all appropriate documents 
6. Click Save/Close 
7. Items Section: Click Initiate Change Order 

a. Popup window: click Start Processing 
This takes you to the Expenses App: 

8. Scope Section: Enter Scope of Work (Required): use specific language required by SCA Upper Management 
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9. Click Save/Close 
10. Click Submit for Signature 

 
Resolution 
A resolution change order is the formal contract amendment agreement that finalizes the terms of the change, including 
any additional costs or time extensions that may have been negotiated after the unilateral change order was issued. The 
resolution change order requires the contractor's signature, signifying their agreement to the terms. 

1. Navigate to the Issue 
2. Click Edit 
3. Items Section: Click Insert to create a 2nd line. 

1. Select Change Type: R 
2. Select Cost Code 

 

 
3. You can choose the Lead Estimator from the dropdown menu or it will default to the COU Estimator listed in the 

Project Roster. 
4. Enter all Potential Costs and dates (Estimate, PCO, FRE, CO). If the PCO on the R line + previous lines of approved 

amounts add up to more than $25k, it goes to the COU for processing and approval. 
 
 

 
 

5. Click Initiate Change Order 
a. Click Start Processing 

6. Expenses App> Change Order: Enter Scope of Work (Required) 
7. Click Save/Close 
8. Click Submit to Compile Resolution Approval Document at the bottom, which sends the CO to the COU Lead 

Estimator to compile the approval document.  
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The Estimator will add the SCA-signed unilateral change order to the References section of the Issues app, then create the 
approval doc including the unilateral and resolution change orders that will go to the GC to sign.  
 
If for some reason the CO is not resolved, for each cycle you will create a new line with Change Type: R1, R2 
Final Change Order always has suffix R. 
 
Work Allowance – Please click the hyperlink for each Scenario listed below for Instructions, which are color-coded. 
 

Work Allowance 

U-types  Line  Scenario  Change 
Type  Line Status  ESTIMATE  PCO  FRE  CO  CO 

Suffix  Comments  

CES  1  Allowance 
CO  W  Approved  >$50K     $ Value  W  Scenario 1 

CES  2  Allowance 
Resolution   WR  Approved    $ Value  $ Value  $ Value  WR  WR shall be process as per Article 

7.  

Manually 
entered  2  Allowance 

Supersede  SW  Active / 
Approved*  >$50K       $ Value  SW  Scenario 2 - Start with (W) 

CES  2  Allowance 
Resolution   SWR  Approved    $ Value  $ Value  $ Value  SWR  Resolution 

CES  2  Allowance 
Resolution   WR  Closed   $ Value      WR    

CES  3  

Allowance 
Resolution   

WR1  Approved    $ Value  $ Value  $ Value  WR  

Scenario 3                                                                           
Close line above and enter Change 
type WR1. If executed change CO 

suffix to WR. 
Supersede 

#1  

CES  4 

Allowance 
Resolution 
Supersede 

#2   

WR2 Active / 
Approved*    $ Value  $ Value  $ Value  WR  

If WR1 is closed the WR2 can be 
initaited - Change type WR 

remainsas the CO suffix if executed.  

Manually 
entered  4/5  

Allowance   

SWU  Approved   $ Value  $ Value  $ Value  SWU  

Scenario 4                                                                        
Updated CO Suffix from WR to 

SWU. It can be enter in the 4th or 
5th line. If unilateral  

Unilateral 
Resolution  

Manually 
entered  3  

Allowance 
Resolution 
Revision  

SWR  Active / 
Approved*  

 $ Value  $ Value  $ Value  SWR  Enter new line after SWU to submit 
resolution package for Unilateral  
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Scenario 1: Allowance 
Above $50K the work allowance solution requires Bulletin, to be combined with the CO. Same 
process as CM13/PCM, per document requirements. 

1. Issues App> Select the Change Issue 
2. Click Edit 
3. Items Section: 

a. Click Insert to create the first line 
b. Select Change Type: W 
c. Select Cost Code 
d. Enter the Estimate (equal to the CO Amount) and the CO Amount. When “W” CO is > 50k the Estimate 

value and the change order value must be the same. 
e. Enter CO Date 

4. References Section: Upload all appropriate documents 
5. Click Initiate Change Order 

a. Click Start Processing 
This takes you to the Expenses App: 

6. Scope of Work: use specific language required by SCA Upper Management 
7. Click Save/Close 
8. Click Submit for Signature 

 
Allowance Resolution – the Allowance CO has been approved.  

1. In the Issues App,  
a. Click Edit 
b. Items Section: Click Insert to add a 2nd line 
c. Change Type: WR 
d. Enter all Potential Costs (Estimate, PCO, FRE, CO) 
e. Enter all Dates 
f. Upload appropriate documentation 

 
 
 

Scenario 2: Allowance Supersede 
Above $50K the work allowance solution requires Bulletin, to be combined with the CO. Same 
process as CM13/PCM, per document requirements. 

1. Issues App> Select the Change Issue 
2. Click Edit 
3. Items Section: 

a. Click Insert to create the first line 
b. Select Change Type: W 
c. Select Cost Code 
d. Enter CO Amount 
e. Enter CO Date 

4. References Section: Upload all appropriate documents 
5. Click Initiate Change Order 

a. Click Start Processing 
This takes you to the Expenses App: 

6. Scope of Work: use specific language required by SCA Upper Management 
7. Click Save/Close 
8. Click Submit for Signature 

 



Page | 25  

 
Allowance Supersede – the Allowance CO has been approved.  

1. In the Issues App,  
a. Click Edit 
b. Items Section: Click Insert to add a 2nd line 
c. Change Type: SW 
d. Enter all Potential Costs (Estimate, PCO, FRE, CO) 
e. Enter all Dates 
f. Upload appropriate documentation 

Allowance Resolution – the Allowance CO has been approved.  
1. In the Issues App,  

a. Click Edit 
b. Items Section: Click Insert to add a 2nd line 
c. Change Type: SWR 
d. Enter all Potential Costs (Estimate, PCO, FRE, CO) 
e. Enter all Dates 
f. Upload appropriate documentation 

 
Scenario 3: Allowance Resolution Supersede 1, 2 etc. 
If PCO needs to be changed – Scenario 3 WR, WR1, WR2 if 1 or 2 are executed, the suffix will still be WR 
 
Scenario 4: Allowance Unilateral Resolution or Allowance Resolution Revision 
Scenario 4 – SWU if they don’t agree on FRE, and GC won’t sign CO, but job has to continue – we want to issue a CO so they 
can start billing into it. SWU 
 
Then they can have an SWR – same idea as U or R 
 
Superseded - Please click the hyperlink for each Scenario listed below for Instructions, which are color-coded. 
 

Superseded 

U-types  Line  Scenario  Change 
Type  Line Status  ESTIMATE  PCO  FRE  CO  CO 

Suffix  Comments  

CES  1     Closed >$25K OR 
<$25K  $ Value  $ Value      Scenario 1 -  

CES  2  Supersede  S  Approved    $ Value  $ Value  $ Value  S     

CES  3 Supersede #2 S 1 Approved    $ Value  $ Value  $ Value  S   
Scenario 2 - To enter S1 change 

type S must be Closed - CO is not 
executed 

CES  3 Supersede #2 S 2 Approved    $ Value  $ Value  $ Value  S   
Scenario 3 - To enter S2 change 

type S1 must be Closed - CO is not 
executed 

 
Scenario 1 - VERY IMPORTANT - MORE THAN U OR W 
 

1. Go to Issues app 
2. Click Edit 
3. Items Section:s 

a. Click Insert to create the first line 
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b. Select Change Type: S 
c. Select Cost Code 
d. Enter all Potential Costs (Estimate, PCO, FRE, CO) 
e. Enter all Dates 

4. References Section: Upload the documentation 
5. Click Save/Close 
6. Print hard copies of the CO package (reach out to your SPO or SCA Upper Management to 

understand what documentation is required.) 
7. Submit hard copies to COU – they will continue the process. 

 
Scenario 2 – Supersede #2 

     To enter S1 change type S must be Closed - CO is not executed.  
 
Scenario 3 – Supersede #3 
 
To enter S2 change type S1 must be Closed - CO is not executed. IF PCO or Scope of work keeps getting updated, you can 
have S2, S3 etc., but Sufffix is still S. 
 
 
Superseded Unilateral - Not so clear on this one. Please provide steps – thank you. 
 

Superseded Unilateral  

U-types  Line  Scenario  Change 
Type  Line Status  ESTIMATE  PCO  FRE  CO  CO 

Suffix  Comments  

CES  3 Supersede #2 S, S1, 
S2 Approved    $ Value  $ Value  $ Value  SU  

Scenario 4 - GC does not agree 
with CO amount - PO updates the 
change type suffix (S, S1, S2) to SU  

Data 
passed 
from CES  

2  Resolution  SR   Approved    $ Value  $ Value  $ Value  SR 
Once CO suffix (S, S1 and S2) is 

executed / workflow completed - 
PO is able to iniate SR pakcage.  
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