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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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Hard Bid Change Order

Workflow Diagram
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Step-by-Step Instructions
Create Change Order

Role Preceding Steps Outcome
. Issue item exists with PCO and A new Change Order has been
COU Lead Estimator — g
CO values of over $25K. created.
Steps
1. Go to 'Project Finder' > Navigate to the desired project
= Project Finder C000080218 - X108 C80218 New 4 Story Add ¢ T Laed St
(_ ALL PROJECTS MY PROJECTS RECENT PROJECTS Q
E Project Finder T A SCADEVQA > HardBid > Bronx > District 11 SELECT
Number Name
e Apps % C000012424 1S113X Fuel Tank Leakage, Clim Cntrl w rd
Q Search > X087 C80209 Rena to Exist e 4 7
- C000080218 X108 C80218 New 4 Story Add b+ 4 7

E Tasks

ﬁ Messages

() Getting Started

You last logged in Wednesday, January 19, 2022 at 5:50 PM Easter Time (US & Canada) 1.9.30.49 - DEVWEEKLY ® £ kahua
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2. Goto'Apps' > Select 'Issues' App

E Project Finder
Apps

Q_  search

B e

P vesoges

() Getting Started

You lastlogged in Monday, January 3

Recent

A\ lssues
Getting Started ci
Expenses

Administration

Dev Logs

B Installed Apps

Cost Management

IE Budget

Expenses

FR Funding Reg

A\ Issues

ﬁ%ﬁ Work Breakdown

22 at 11:16 AM Eastern Ti

87 C80209 New4School,Reno to Exist /'

CA COU Lead Estimator
ndbox

Visit the kStore to explore more than 50 project management apps that work the way you want them to work.  Visit the kStore [7]

Document Management Other
Bu  Bulletin ég Community
i Change in Conditions Contacts
@ Daily Reports File Manager
IF IFA Getting Started
4% Meetings L Lw
NE  NCR & Media Manager
No Notice of Direction & Portfolio Manager
El RFIs PM  Pre-Construction Meeting ltems
Q Submittals Project Directory
Tc| TCR Pr  Properties

Index Management

CSI Codes

@ Locations

US & Canada)

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.

Page | 6

Issues

80209 New4School Reno to Exist /'

CA COU Lead Estimator
ndbox

%= Project Finder
Apps

Q_  search

Bl Tesks

[ A—

AN Issues

() Getting Started

&

You lastlogged in Monday, January 3

B B NEW

Q  Default v O
O ¥ ciNumber
Cl0005
clooo4
Clo003

Cloo02

O(0|0 |0 §E

clooo1

22 at 11:16 AM Eastern Ti

Subject

Floor Drain in Janitor's Closets

Relief Angle at Stair Landings

Connection Design

Relieving Angle at Cafe Extension

Butterfly Valves/Control Valves

5 Itemis)

US & Canada)

Expense Contract

000080208 - JE Construction

C000080209 - JE Construction

£000080208 - JE Construction

C000080209 - JE Construction

£000080208 - JE Construction

SEND EDIT VIEW v HISTORY

Issue - CI0005

Initiated By
Bull Linked RFI
o Linked Bulletin
Linked NOD
xo8
xos v ITEMS
xo8
xos

@

v COMMENTS

v REFERENCES

O Tvee

GO URL

External Contractor A - JE Construction
Floor Drain in Janitor's Closets
Floor Drain Bulletin

Floor Drain Bullatin

CH.. COSTCODE I

111942242

DOWNLOAD

DESCRIPTION

 Composite Document

O composite Document

[ changeOrderPackage.pdf &

IEE]

Preview

> SECTIONS
PROJECT INFORMATION
DETAILS
ITEMS
COMMENTS
REFERENCES

INTEGRATION




4. Click 'Start Processing'

COU Lead Estimator
ndk

Issues 87 C80209 New4School,Reno to Exist

&« B  nNew SEND EDIT VIEW v HISTORY = GDURL
Issue - CI000S Preview X
Default +
%= Project Finder X u o -
i aa - > SECTIONS
Apps PROJECT INFORMATION
O ciooos Floor Drain in
Select target partition and document type: DETAILS
Q_  search [0 ciooos Relief Angle 3
Source 01- X087 ADDITION EMS
O ciooo3 Connection O . COMMENTS
Expense Change Orders
Tasks 9 1
@ O cioooz Relieving Ang REFERENCES
§ e O ciooor Butterllyvaly  Select copies to include in references: E NIRRT
PDF of Initiating document (current state) on the Destination document
A Issues PDF of Destinaticn document (current state) on the Initiating document r

() Getting Started Select references to include:

Type Description Reference Type

Start Processing

v ITEMS

5 Item(s)

122 at 11:16 AM Eastern Time

5. Enter Scope (Required) > Click 'Save/Close'
Note: To add an additional LLW, select the 'Insert' button in the Items section.

Expenses €80209 New4School,Reno to Exist i
& Contracts Change Orders + SOV Breakdown Pay Requests
= R
%= Project Finder
Q  Default v O &  Change Order * New X
Total Save To Calculate...
Apps [0  contract ClNumber 1 > SECTIONS
ETAILS
[J 000080209 - JE Construction - New4SchoolReno to Exist  CI0004 F
Q  search < scope
SCOPE
O « -JEC ion - |Reno to Exist  G10003 ¢
DATES & WORKFLOW
E Tasks [J 000080209 - JE Construction - New4SchoolReno to Exist  CI0002 « 1 ITEMS
§ O « -JEC ion - |Reno to Exist  CI0001 C of Work SIGNATURES
Messages Floor drains are required for Janitor's Closet. Include price in bid for piping, fittings, and tees COMMENTS
per floor drain.
REFERENCES
AN 1ssues
INTEGRATION
 DATES & WORKFLOW -
Expenses
v ITEMS
() Getting Started
Status

[0 1tems Include Quantity
insert 1 item(s) &
(m] NO  COSTCODE DESC STATUS

O @ o * 111942242 X087 ADDITION @~ * X087 ADDITION  Projected

v SIGNATURES

Save / Close
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Update Change Order

Role Preceding Steps Outcome

Existing Change Order has 3
been created.

COU Lead Estimator — The Change Order is updated.

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

Expenses X087 C80209 New4School,Reno to Exist
<« Contracts  Change Orders SOV Breakdown  Pay Requests >
2 R SEND W v HISTORY GDURL
T Project Finder
Q defwit v O &  Change Order preview [ 11 X
Total  $75000.00
Apps O | contract ClNumber 1 Original Contract Amount $54,831,000.00 PR
Approved Changes  $379.209.00 | . o
(m) cmoammzncmstmnion - New4school,Reno to Exist  Cl0005 F Current Contract Amount $55,210,999.00
Q Sl ~ DETAILS L
[m I -JEC ion - |Reno to Exist  C10004 F
DATES & WORKFLOW
E] Tasks a o -JEC ion - I,Reno to Exist 0003 C Contract €000080208 - JE Construction - New4School Reno to Exist TEMS
€I Number 10005
a « ~JEC ion - |Reno to Exist  €10002 C SIGNATURES
Messages Change Order Number 10005
COMMENTS
o e -JEC ion - |,Reno to Exist  C10007 C Date 2/2/2022
A Title Floor Drain in Janitor's Closets REFERENCES
ssues
Total Change Order Amount §75,000.00 o
Justification for Change
Expenses Date Executed
Responsible Party SCA COU Lead Estimator - SCA Sandbox
() cetting Started Linked Issue Floor Drain in Janitor's Closets
v SCOPE
Time Estimate (Consecutive Calendar Days) 1
Scope of Work Floor drains are required for Janitor's Closet.
include price in bid for piping, fittings, and
tees per floor drain
v DATES & WORKFLOW
Submit for Approval
5 Hem(s)

1.9.20.64 - DEVWEEKLY i kahu:

Expenses

<« Contracts  Change Orders SOV Breakdown  Pay Requests
H B @D URL
%= Project Finder .
Q  Defalt v O &  Change Order Edit @ I X
Total $75,000.0
Apps O contract CINumber 1 > SECTIONS
~ DETAILS Witz
O « - JEC: ion - Reno to Exist CI0005 F
Q ‘Search SCOPE
O « _JEC . Renoto Exist CI0004 ! Contract €000080209 - JE Construction
: ClI Number CI0005 DATES & WORKFLOW
Bl rasks i “EEG ons \Reno to Exist CI0003 ¢ Change Order Number 10005 ITEMS
[m -JEC 5 \RenotoExist CIO00Z ¢ i SIGNATURES
Messages 2/2/2022 i)
- COMMENTS
O c -JEC ion - |Reno to Exist  CI0001 ¢ .
& Issues Floor Drain in Janitor's Closets HEEERENCES,
INTEGRATION

Total Change Order Amount  $75,000.00

Expenses

() Getting Started

8
Responsible Party SCA COU Lead Estimator - SCA Sandbox
Linked Issue Floor Drain in Janitor's Closets

v SCOPE

Save/Close v
5 tem(s) 2

You last logged in Monday, January 31, 2022 at 11:16 AM Eastern Time (US & Canada) 1.9.29.64 - DEVWEEKLY ® % kahua
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Submit Change Order for Signature

Role Preceding Steps _QOutcome
The Change Order is submitted
to GC for DocuSign approval.
Existing Change Order has If the Change Order endsina
been created. U, it is sent to COU Lead
Estimator to compile the
change order package.

COU Lead Estimator

Step

Select the Change Order requiring submission > Select Submit for Signature

Expenses €000080190 - X468 C80190 New Bldg W Cellar  /° e Shonchcol L Elinator
e Contracts Change Orders SOV Breakdown Pay Requests
E B SEND EDIT VIEW HISTORY GDURL 8
Project Finder

E Q  Dpefaut v C ¥ [B Change Order Preview | I X

HH Apps Contract Change Order Numb: 1 Numbe Total $260,000.00

e Original Contract Amount $0.00 > SECTIONS

-C000080190 - JE Construction - New Bldg W Cellar 00003 100003 Approved Changes $000 e

I Current Contract Amount $0.00

Calendar
[J = -c000080190 - JE Construction - New Bldg W Cellar  00002W Cl00002 v DETAILS SCOPE

DATES & WORKFLOW
Search [J -C000080190 - JE Construction - New Bldg W Cellar 00001 Clo0001
Contract -£000080190 - JE [TEMS
Construction - New Bldg W

g - Cellar SIGNATURES
A Cl Number ©I00003
COMMENTS

Change Order Number 00003
Iﬂ’ Messages Date 3/8/2023 REFERENCES

Title test INTEGRATION
A jséties Total Change Order Amount  $260,000.00
Justification for Change
N Date Complete
Expenses

Responsible Party Sarah SCA COU Lead
Estimator - SCA Sandbox

0] Getting Started Linked Issue test

v SCOPE

2
I Submit for Signature |
3 Item(s)

You last logged in Wednesday, January 19, 2022 at 5:50 PM Eastern Time (US & Canada) 1.9.38.85 - DEVWEEKLY ® £ kahua

GC DocuSigns Change Order

Role Preceding Steps Outcome

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

The Change Order has been
GC —> submitted for signature. S

Steps
1. Go to email account (external) > Select email titled Expense Change Order

SCA COU Lead Estima. Expense Change Order 00003 test on CO00080190 X468 C80190 New Bldg W Cellar - SCA COU Lead Estimator sent you a document to revi

Page | 9



2. Click 'Review Document' in email

DocuSign

SCA COU Lead Estimator sent you a document to review and sign.

1

REVIEW DOCUMENT

3. Click 'l agree to use electronic records and signatures.' > Click 'Continue’
Please Review & Act on These Documents DocuSign
. SCA COU Lead Estimator
SCA Sandbox (Development-DEVPRODUCTION-11/18/2021 9:57:02 PM)

Please review the Change Order 10005 and render your decision.

- Please read the Electronic rd and Signature Discio 1

| agree to use electronic records and slgnatules

CONTINUE OTHER ACTIONS v

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

Done! Select Finish to send the completed document. HER ACTIONS

@ a &

i ]
®

EIELDS DocuSign Envelope ID: CO4C1A22-4A3F-44DE-ADE 1-845ADBIBEOED

DS Initial mson Avenue CHANGE ORDER

- c and City, NY 11101-3045 No. 00003
Department of
Eaucation ot
PROJECT: C000080190 X468 C80190 New Bldg W Cellar
TITLE: test DATE: 3/8/2023
FROM: SCA Sandbox CONTRACT NO: €000080190
TO: JE Construction CHANGE ISSUE: Cl00003

~ 100 Main Street

& Neme New York, NY 10018

2, First Name ATTN: Jordan External Contractor A

8 LastName DESCRIPTION OF WORK
test

4 Email Address Total: $260,000.00 Increase: 0 Calendar Days

ﬁ Company The Contractor agrees to perform or omit work, as described in this Change Order, for the amount and within the
contract scheduled completion time period as adjusted above. In accepting and executing this Change Order the

i Tite Contractor, its heirs, executors, administrators, successors and assigns, hereby release and forever discharge the
New York City School Construction Authority, its successors and assigns from any and all actions, causes of action,
claims and demands whatsoever in Law or in equity which the Contractor ever had, now has or may have against the
New York City School Construction Authority in any way arising out of the change described above.

T Text

Checkbox

ASO7IFEIEATAAD.

Contractor Signature: llé”m Extunal (audrador Date: 3/8/2023

SCA Authorized Signature: Date:

Page | 10



Compile Change Order Package in Issue

Role Preceding Steps Outcome
COU Lead Estimator compiles
Change Order is signed by the Change Order package in
—
GC. Issues app, and copy the
approval doc to Change Order

COU Lead Estimator e

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

Expenses €000015851-MC0001 - Q262 Electrical Systems ~ / DalRyE e malREQMIEEMT
(_ Contracts Change Orders Pay Requests
E B SEND EDIT VIEW v HISTORY = GDURL &
E Project Bider Q  Dpefault v C ¥ [@ Change Order Preview (@ I X
EEE Apps [J  Contract Change Order Number ciy S—— Am:::tl 31,023:83 » SECTIONS
[J ©€000015851 - MCO001 - SCA GC 1 - Q262 Electrical Systems 00001 clo Approved Changes  $0.00 o

Current Contract Amount  $0.00
Calendar

SCOPE
v DETAILS

DATES & WORKFLOW
Search

Contract €000015851 - MC0001 - SCA GC 1 ENS
- Q262 Electrical Systems

MARKUPS
|§ Tasks CI Number CI00001

Change Order Number 00001 SIGNATURES
Date 3/7/2023
Messages COMMENTS
Title test
Total Change Order Amount  $1,000.00 REFERENGES
Expenses Justification for Change INTEGRATION
Date Complete
TC TCR Responsible Party Daisy External REQMT-CM1 - SCA
CM Firng
Linked Issue
& Issues
v SCOPE

[0) Getting Started

Time Estimate (Consecutive Calendar Days) 0

Scope of Work test

v DATES & WORKFLOW

Submit for Signature
1 tem(s)

You last logged in Friday, January 21, 2022 at 10:00 AM Eastern Time (US & Canada) 1.9.38.85 - DEVWEEKLY v ¢ kahua

2. Click Edit button and go to References section, click add approval doc

Page | 11



/N Issues 00015851-MC0001 - Q262 Electrical Systems ~ / Extemal REQMI:CMI

Issues
& ==
= SEND STORY GOURL
Project Finder 2
?:: 2 g Issue - CI00001 Preview |0 I X
@
@
Apps v PROJECT INFORMATION » SECTIONS

PROJECT INFORMATION

<

Messages DETAILS

Cl Number €l00001

a Calandir Expense Contract €000015851 - MCO001 - SCA GC 1 - Q262 Electrical Systems
Building ID Q262 BETALS
Design Number / Package Number  D019286 ITEMS

Q Search
Lw 115244 - ELECTRICAL SYSTEMS COMMENTS
Architect Adam SCA In House AEoR - SCA Sandbox

Ig Tasks Contractor Indigo External EXT-GC-1-SCA GC 1 RERERENCES

INTEGRATION

Expenses
Subject test
Cl Status
TC L Initiation Date  3/7/2023
Priority Normal
A Issues Location

Initiated By Danny Zhou - Stellar
(!) Getting Started
Vv ITEMS

DETAILS

Copy Approval Doc to Linked CO

You last logged in Friday, January 21, 2022 at 10:00 AM Eastern Time (US & Canada) = N B 1.9.38.85 - DEVWEEKLY ® #% kahua

/N lssues €000015851-MC0001 - Q262 Electrical Systems ~ /* e xtemal REQMT-CM1 = B =

Firm 1

Issues
¢ ==

= GOURL B
Project Finder 3
E S lssue-CI00001 Edit (B I X
3
Apps > SECTIONS
RACOMMENTS PROJECT INFORMATION
]  calendar
DETAILS
New comment ITEMS
Q,  search
COMMENTS
REFERENCES
‘g Tasks
INTEGRATION
N
v REFERENCES
Messages
2
UPLOAD  ADD KAHUA DOC ADDCOMPOSITE
Expenses
O TYPE DESCRIPTION CONTRIBUTOR DATE SIZE M
TC TCr v Supporting Document

[0 Supporting Document [} ChangeOrderSignatureReport.00001.en.en.eSigned.pdf ~ Daisy External REQMT-CM1  3/7/2023 3:54 PM 243 KB
& Issues

[0 Supporting Document [} documents.pdf Daisy External REQMT-CM1  3/7/20233:59 PM 165 KB
(0] Getting Started

v INTEGRATION

CES Bulletin ID

Save/Close v

You last logged in Frid ary 21,2022 at 10:00 AM Eastern Time (US & Canada) 1.9.38.85 - DEVWEEKLY £ kahua

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.

Page | 12



A Issues

MCO0001 - Q262 Electrical Systems

7

Daisy External REQMT-CM1

Issues
< P

GOURL &

E Project Finder
Issue - Cl00001

Issues

Apps

Create Approval Document

Calendar

New comm | Filename

Search

[_] Include On Send

B

Q

g Tasks Incls
P

Type

-

v REFERENCE Supporting Document

Messages

Supporting Document

Expenses

Description

Page Count

[ ChangeOrderSignatureReport.00001.en.en.eSignec 2

[ documents.pdf

Size Is Current

243 KB Yes

165 KB Yes AV

O TYPE
TC TCR v Supportin
O  Ssupp
& Issues
O  supp
Add More

[0) Getting Started
.|
v INTEGRATI

CES Bulletin ID

Save/Close v

You last logged in Friday, January 21, 2022 at 10:00 AM Eastern Time (US & Canada)

& Issues

Issues *
€ [Pimcan

C000015851-MC0001 - Q262 Electrical Systems

>

4

1.9.38.85 - DEVWEEKLY

e isy External REQMT-CM1
CM Firm 1

= GOURL &
E Project Finder 2
> Issue - CI00001
3
Apps
v COMMENTS
a Calendar
New comment
Q Search
g Tasks
v REFERENCES
Messages
UPLOAD  ADD KAHUA DOC
Expenses
O TYPE DESCRIPTION
TC TCr v Approval Document
[J  Approval Document O change Order Package.pdf
& * lIssues
v Supporting Document
o Getting Started [0 Supporting Document

[0 Supporting Document [} documents.pdf

[ ChangeOrderSignatureReport.00001.en.en.eSigned.pdf

v INTEGRATION

Save/ Close v

ADD COMPOSITE

CONTRIBUTOR

Daisy External REQMT-CM1

Daisy External REQMT-CM1

DATE SIZE M

3/7/2023 4.05 PM

3/7/2023 3:54 PM 243 KB

3/7/20233:59 PM 165 KB

1.9.38.85 - DEVWEEKLY

Edit B I X

> SECTIONS
PROJECT INFORMATION
DETAILS
ITEMS
COMMENTS
REFERENCES

INTEGRATION

(v} $§< kahua

a X

cEdit B 30X

> SECTIONS
PROJECT INFORMATION
DETAILS
ITEMS
COMMENTS
REFERENCES

INTEGRATION

You last logged in Friday, January 21, 2022 at 10:00 AM Eastern Time (US & Canada)

4. Click Copy Approval Doc to Linked CO

Page | 13

® B kahua



& Issues 1-Q262 Electrical Systems /'

Issues
-

SEND EDIT HISTORY GOURL ¥

E Project Finder 9 . -
£ lssue-CI0000T Preview [0 I X
@
Apps v PROJECT INFORMATION > SECTIONS
PROJECT INFORMATION
a Calendar Expense Contract €000015851 - MC0001 - SCA GC 1 - Q262 Electrical Systems
Building ID Q262 DETALS
Q sesich Design Number / Package Number  D019286 ITEMS
LLw 115244 - ELECTRICAL SYSTEMS COMMENTS
Architect Adam SCA In House AEoR - SCA Sandbox
I# Tasks Contractor Indigo External EXT-GC-1-SCA GC 1 cazlale s
INTEGRATION
@ Messages v DETAILS
Expenses Cl Number C100001
Subject test
Cl Status
TC TeR Initiation Date  3/7/2023
Priority Normal
& Issues Location

Initiated By Danny Zhou - Stellar
[0) Getting Started

Vv ITEMS

DETAILS

Copy Approval Doc to ed CO I

You last logged in Friday, January 21, 2022 at 10:00 AM Eastern Time (US & Canada)

| [ BE] 1.9.38.85 - DEVWEEKLY 3] >§;}t kahua

b

Go back to the change order app. Select the Change order and Click Submit for Signature button

Expenses 000015851-MC0001 - Q262 Electrical Systems 2’ DeleyExtemel REQME:OM]
& Contracts Change Orders Pay Requests
=H B SEND EDIT VIEW v HISTORY = GDURL §
E Project Finder Q Defalt v C ¥ B  Change Order Preview [0 I X
Apps [0 Contract Change Order Number =~ Cl Num e comya:tcAhmz‘L‘:: $1,0§§:§§ > SECTIONS
A (] I €000015851 - MCO00T - SCA GC 1 - Q262 Electrical Systems 00001 CI0000" Cu”en’:%f:;’r:d A;’:’!ﬁ d0g0 | DETALS

SCOPE
v DETAILS

DATES & WORKFLOW
Search

Contract €000015851 - MC0001 - SCA GC 1 ITEMS
- Q262 Electrical Systems
MARKUPS
é Tasks CI Number Clo0001
Change Order Number 00001 SIGNATURES
Date 3/7/2023
Messages ) COMMENTS
Title test
Total Change Order Amount ~ $1,000.00 REREREHCES
@ Expenses Justification for Change INTEGRATION

Date Complete

TC TCrR Responsible Party Daisy External REQMT-CM1 - SCA
CMFirm1
Linked Issue test

& Issues

v SCOPE Iy
Q) Getting Started

Time Estimate (Consecutive Calendar Days) 0

Scope of Work test

v DATES & WORKFLOW

Submit for Signature I

1 Item(s)

ry 21,2022 at 10:00 AM Eastern Time (US & Cal DEVWEEKLY

Page | 14



Pin Sign Change Order Package

Role Preceding Steps Outcome

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

Change Order Package is
COU Manager —> compiled by Lead Estimator e
and signed by the GC.

Steps
1. Go to 'Tasks'> Click the Expense Change Order task. Review the approval document and click Approve button.
SCA DEVQA §?§\S?u Sr Manager
&« = actve V | SHARE ¥ | HISTORY
Lo Project Finder Q = View: Default g View Task @ X
FROM SUBJECT View Source Record >
HE aees Ruby SCA COU Estimator  Expense Change Order 00001 test on C000080190 X468 cs[)*e\ v APPROVAL DOCUMENT > SECTIONS
alendar 1 Item(s) APPROVAL DOCUMENT
a c Page1/2 \l/ [:P Q @
earcl — o ==
& o . KA
KN
g Tasks >
g Messages

(0] Getting Started

7

NOO© 20

e

Approve Decline

You last logged in Friday, March 26, 2021 at 5:35 PM Eastern Time (US & Canada) 1.9.38.85 - DEVWEEKLY = 3§§< kahua
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Pin Siin Chanie Order Packaie

Role Preceding Steps Outcome
The change order is sent to
h i i Finance for encumbrance.
COU Senior Director s Change Order is reviewed by s

COU Manager.

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

Tia SCA COU Sr M:
SCADEVOA e S

& = agive ¥ | SHARE H | HISTORY g

Q= View: Default + B View Task (@ X

I

Project Finder

FROM SUBJECT View Source Record >

Apps
s Ruby SCA COU Estimator Expense Change Order 00007 test on C000080190 X468 czo*a v APPROVAL DOCUMENT > SECTIONS

1 Item(s) APPROVAL DOCUMENT

Calendar Page1/2 4/ EP Q

Search

B

Q

g Tasks
=

Messages

&6

[O) Getting Started

BOO 20

we

2

Approve Decline

You last logged in Friday, March 26, 2021 at 5:35 PM Eastern Time (US & Canada) 1.9.38.85 - DEVWEEKLY " ¥ kahua

Encumber in Oracle

Role Preceding Steps Outcome
The change order is
encumbered and needs to be
signed if amount > $25k:
e The amount is < $100k and
the extension time is < 30
. . days — CPO DocusSign.
Finance —_ :;?;Jrc?\(/e:é?crhzl(riigt:grehca)ider — e Amount is > $100K and <
) $250K; time extension is >
30 days and < 60 days— VP
DocusSign.
e 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
The Change Order has been VP approves and PIN code
encumbered, signs the Change Order
Vice President —> The Change Order amountis> —> 8 & )
. . Change Order is sent to the
$250K or time extension is > 60 . .
President to DocuSign.
days.
Approve and DocuSign Package
Role Preceding Steps Outcome
CPO, VP, or President (depends The Change Order has been The Change Order has been
on Change Order amount) e
encumbered. 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.

SCA COU Sr Director. CPO Review and Signature Task - SCA COU Sr Director sent you a docu... 5:42 PM

2. Click 'Review Document' in email

DocuSign

SCA COU Sr Director sent you a document to review and sign.

REVIEW DOCUMENTS

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

Please Review & Act on These Documents DocuSign'
SCA COU Sr Director
SCA Sandbox (Development-DEVPRODUGCTION-11/18/2021 9:57:02 PM)

Please review the Gnange Order 10005 and render your decision.

Please read the Hectronic Record and Sianature Disc 1
CONTINU OTHER ACTIONS v

- 1 agree to use electronic records and signatures.

4. Click 'Signature' button > Select appropriate location on the document > Click 'Finish' button
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Done! Select Finish to send the completed document. OTHER ACTIONS ~

QQ |y 8| [

DEMONSTRATION DOCUMENT ONLY
DocuSign Envelope ID: DA3ZBOAS-3456-4862-AA17-EBE2630CACIF PROVIDED BY DOCUSIGN ONLINE SIGNING SERVICE
999 3¢ Ave, Suite 1700 + Seattie « Washington 98104 + (208) 219-0200

1 ooyt et
CHANGE ORDER

B8 e No. 00001

FIELDS

L stamp NYC o Date: 3/1/2022
Eouaton
()3 Dité Sned FROM: SCA Sandbox TITLE: Roof drains
TO: TE Cm_alrucn'on PROJECT: C000080127
500 Main Strest CONTRACT NO: €000080127
A Name New York, NY 10018
2 Fathane ATTN: SCAPOE
DESCRIPTION OF WORK
& Last Name Need roof drains for new building and at canopy roof gridlines
= Email Addcress Total: $26,000.00 3 Days
H c ~ The Contractor agrees to perform or omit work, as described in this Change Order, for the amount and within the
Py contract scheduled completion time period as adjusted above. In accepting and executing this Change Order the
& T Contractor, its heirs, executors, administrators, successors and assigns, hereby release and forever discharge the
e New York City School Construction Authority, its successors and assigns from any and all actions, causes of action,
claims and demands whatsoever in Law or in equity which the Contractor ever had, now has or may have against the
New York City School Construction Authority in any way arising out of the change described above.
T Text
Checkbox
Docutgned by
Contractor Signature Eptunal (anlrader € Date: 3/1/2022
477030 0cH88
BocuSgned by
e SUL (PO Statun. (dands
-OEF TE8023C MTA
DocuSign @ Change Language - Engish (US) ¥ |  Terms OfUse & Privacy ¥ | Copyright © 2022 DocuSign Ine. | V2R

COU Admin Distribute CO and Cover letter to GC

Role Preceding Steps Outcome
The Change Order has been
COU Admin —> DocuSigned by all parties.

GCreceives the CO and Cover
letter.

Step:

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

[ e Contracts Change Orders SOV Breakdown Pay Requests
= B SEND VIEW HISTORY GOURL
Project Finder
E Q  Defaut v C ¥ B  Change Order Preview B 3 X
H Apps [0 contract Change Order Number CI Nu Total $1,000.00
- Original Contract Amount $0.00 > SECTIONS
Approved Changes $0.00
- 000080190 - JE Construction - New Bldg W Cell 00003 Clooc
o onsiiction »Sew =g e Current Contract Amount $0.00 BETAILS
]  catendar
[0 -C000080190 - JE Construction - New Bldg W Cellar  00002W c100( SCOPE
v COMMENTS DATES & WORKFLOW
O\ Search (m] ICDODGBm 90 - JE Construction - New Bldg W Cellar 00001 clooc
ITEMS
SIGNATURES
Tasks
v REFERENCES
COMMENTS
g Messages REFERENCES
= DOWNLOAD
INTEGRATION
O TYPE DESCRIPTION
A Issues
v Approval Document
Expenses [J Approval Document D Change Order package
v Supporting Document
[0) Getting Started

[J Supporting Document [} ChangeOrderSignaturel

DI Supporting Document [ Change Order packal

3 Item(s)

You last logged in Wednesday uary 19, 2022 at 5:50 PM Eastern Time (US & Canada) 38.85 - DEVWEEKLY

2. Click the pop out button and the pdf will pop out in web browser.
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Contracts Change Orders SOV Breakdown Pay Requests

I
10f2 b 161% ~ 5 o cf Q D)

NEW TUIK, NT 1UuUVIO
ATTN: Jordan External Contractor A @
DESCRIPTION OF WORK
test
Total: $1,000.00 Increase: 0 Calendar Days

The Contractor agrees to perform or omit work, as described in this Change Order, for the amount and within the
contract scheduled completion time period as adjusted above. In accepting and executing this Change Order the
Contractor, its heirs, executors, administrators, successors and assigns, hereby release and forever discharge the
New York City School Construction Authority, its successors and assigns from any and all actions, causes of action,
claims and demands whatsoever in Law or in equity which the Contractor ever had, now has or may have against the
New York City School Construction Authority in any way arising out of the change described above.

DocuSigned by:

Contractor Signature: joym @W Comfrw‘or 1 Date: 3/8/2023

45873FGOEASB44B

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 SO. 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.

e 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.

e Aresolution change order comes after the unilateral change order has been processed and leads to an immediate
and consensual resolution between the parties involved.
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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 \ .
U-types Line Scenario Type Line Status ESTIMATE PCO FRE co CO Suffix Comments
Data , 525K OR
passed 1 Unilateral u Approved $25K 5Value 5Value SValue U
from CES
Data If not resolve, Add change type
passed 2 Resolution R Approved 5Value 5Value 5Value R R1,R2 and so on. Final Change
from CES order suffix always R.
Unilateral Change Order (Data passed from CES):
1. Navigate to the Issues App
2. Click New
3. Details Section: Fill out the Subject
v DETAILS
Cl Number
Subject
Field is required.
Cl Status 3
nitiation Date
7/1/2024 i)
4. Items Section:
a. Click Insert to create the first line
v ITEMS
Insert 1 item(s)  Select Affected Vendors Z
(s
|:] LINE SCENARIO CHANGETYPE COSTcCOI

b. Change Type: Click the dropdown menu and select U
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v ITEMS

Insert 1 item(s) Select Affected Vendors Z
D LINE SCENARIO CHANGETYPE COSTCOI
O B o > _d v

c. You'll see the Scenario field changed to Unilateral. Select the Cost Code

v ITEMS
Insert 1 itemn(s) Select Affected Vendors
D LINE SCENARIO CHANGETYPE COSTCODE DESCRIPTION
O B o Unilateral > U ~ aq
OQd836—1Ct}ACCESSIBILITY
v COMMENTS

096336-1E4 WINDOWS

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

&2
POTENTIAL COST CONSECUY

ESTIMATE PCO FRE co CO SUFFIX ESTIMATE

$ $ 10,000.00 S_ $  10,000.00 -

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

T T ke

Time Estimate (Consecutive Calendar Days)

Scope of Work
test]

Fild ia required

Page | 21



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 2™ line.

1.
2.

Page | 22

Select Change Type: R
Select Cost Code

Issue - C100091

LINE STATUS

Locked

v ITEMS
Insert 1 item(s) Select Affected Vendors
DETAILS
D LINE SCENARIO CHANGE TYPE COST CODE DESCRIPTION
O B o
O @ o2 Resalution* R ~  (094836-1C8 ACCESSIBILITY ) ~ ACCESSIBILITY

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

Project Roster.

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

S

amounts add up to more than 525k, it goes to the COU for processing and approval.

Issue - C100091

v ITEMS
Insert 1 itemny(s) Select Affected Vendors
D LEAD ESTIMATOR  ASSIGNED DATE
O @& -
O & >

ESTIMATE

$

$

PCO

$

$

POTENTIAL COST

10,000.00

Click Initiate Change Order
a. Click Start Processing

F

S

$

Expenses App> Change Order: Enter Scope of Work (Required)

Click Save/Close

Click Submit to Compile Resolution Approval Document at the bottom, which sends the CO to the COU Lead

Estimator to compile the approval document.

RE co

S

$

—

10,000.00

co



v ITEMS

Status Projected

Items Include Quantity No

NO COST CODE DESC STATUS TOTAL

rAa ®na *Aananne ann bl Talalatal ot To 1INy o ¥ Lol g T

Submit to Compile Resolution Approval Document Move to Pending Amendment ¥
s

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 | <""8€ | iiestatus  ESTIMATE  PCO FRE co co Comments
Type Suffix
CES 1 A"°(‘:"g"°e w Approved >$50K $ Value w Scenario 1
CES 2 AIIowapce WR Approved $Value $Value $Value WR WR shall be process as per Article
Resolution 7.
Manually Allowance Active / q 0
entered 2 Supersede sw Approved* >$50K $ Value sw Scenario 2 - Start with (W)
Allowance i
CES 2 Resolution SWR Approved $ Value $ Value $ Value SWR Resolution
Allowance
CES 2 . WR Closed S Value WR
Resolution
Allowance
Resolution
CES 3 WR1 Approved $ Value $ Value $ Value WR
Supersede
#1
Allowance
Resolution Active /
CES 4 Supersede WR2 Approved* $ Value $ Value $ Value WR
#2
Allowance Scenario 4
Manually Updated CO Suffix from WR to
4/5 . Swu Approved S Value S Value S Value swu
entered / Umlate.ral i SWU. It can be enter in the 4th or
Resolution 5th line. If unilateral
Allowance . i i
Manually 3 Resolution SWR Active / $Value $Value $Value SWR Enter neyv line after SWU tc.) submit
entered Revision Approved* resolution package for Unilateral
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Scenario 1: Allowance
Above S50K 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. Inthe Issues App,
Click Edit
Items Section: Click Insert to add a 2nd line
Change Type: WR
Enter all Potential Costs (Estimate, PCO, FRE, CO)

Enter all Dates

D o0 T o

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
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—the Allowance CO has been approved.
1. Inthe Issues App,
a. Click Edit
Items Section: Click Insert to add a 2nd line
Change Type: SW
Enter all Potential Costs (Estimate, PCO, FRE, CO)

Enter all Dates

-0 oomT

Upload appropriate documentation
—the Allowance CO has been approved.
1. Inthe Issues App,
a. Click Edit
Items Section: Click Insert to add a 2nd line
Change Type: SWR
Enter all Potential Costs (Estimate, PCO, FRE, CO)

Enter all Dates

o

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 Line Status ESTIMATE PCO FRE co CO_ Comments
Type Suffix
>$25K OR .

CES 1 Closed <625K S Value $ Value Scenario 1 -
CES 2 Supersede S Approved S Value S Value S Value S

Scenario 2 - To enter S1 change
CES 3 Supersede #2 S1 Approved $ Value $ Value $ Value S type S must be Closed - CO is not

executed

CES 3 Supersede #2 S2 Approved S Value S Value S Value S

Scenario 1 - VERY IMPORTANT - MORE THAN U ORW

1. Gotolssues app
2. Click Edit
3. Items Section:s
a. Click Insert to create the first line
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Select Change Type: S

Select Cost Code

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

4. References Section: Upload the documentation
Click Save/Close

o0 o

ol

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 Line Status ESTIMATE PCO FRE co co, Comments

Type Suffix

s s1 Scenario 4 - GC does not agree
CES 3 Supersede #2 ’SZ ’ Approved S Value S Value S Value SuU with CO amount - PO updates the

change type suffix (S, S1, S2) to SU

Data Once CO suffix (S, S1 and S2) is
passed 2 Resolution SR Approved S Value S Value S Value SR executed / workflow completed -
from CES PO is able to iniate SR pakcage.
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