07/01 Edition
SE-480
Construction Change Order

AGENCY:
(Name)
PROJECT: - - -
(Number)
CHANGE ORDER NC.: (Name)

1. Change Order D Enhance Project D Concealed Condition D Design Completion D Designer Request
Causc(s): D Reduce Cost D Schedule Change D Design Correction D Other

2. Description of the Change Order, and the proposed adjustments in Contract Scope:
(Reference any attachmenis by nam: and daiej

3. Adjustments in the Contract Sunu: (The everhead and profit combiaed shall not exceed the valucs allowed i the Centract)

a. Original Conéract Sum:

b. Change by Previously Approved Change Orders:

¢. Contract Sum prior to this Change Order:

d. Amount of this Change Crder, including overhead and profit:

¢

New Contract Sum, including this Change Order:
4. Adjustments in Contract Time:

4. Original Date for Substantial Completion:

b. Change in Days by Previously Approved Change Orders: Days
¢. Change in Days for this Change Order: Days

d. New Date for Substantial Completion:

SUBMITTED BY:

{Print or Type Name of Coniractor Representative) {Signature) {Daie)
CHANGE REVIEWED AND RECOMMENDED BY:

(Print or Type Name of A/E Represeniative) (Signature) (Darc)
AGENCY CERTIFICATION: 1 hereby cenify that the Agency has reviewed 1he atiached moditication proposal, including any cost

and prcing data provided, in accordance with the requitements of the SC Consohidated Procurement Code and the Manwal for Plunning and
Exceution of State Permancnt Inprevements-Part 1, and has determined that the proposed adjustment is fair and reasonable. T further cerlify
that the Agency Las authodzed, unencontbered funds avalable for ebligation 1o this Contract and that i1 35 in the best intuerest of the Agency o
revise the scope of services to be rendered under the aforementioned praject’s orignal Contract and 2s allowed therein. 1 certify that the revised
scope is within the approved scope and budget for this Project.

D CHANGE [8 WITIIIN AGENCY CERTIFICATION AND THIS CHANGE ORDER IS HEREBY APPROVED.

D CHANGE EXCEEDS AGENCY CLRTIFICATION AND | REQUEST THE APPROVAL OF THE STATE ENGINEER TC PROCEED.

{Print or Type Name of Agency Representative) (Sigrature) {Datc)

AUTHORIZED BY:

{State Engineer) {Date)

INSTRUCTIONS TO AGENCY:

1. CHANGE ORDERS REQUIRING OSE AUTHORIZATION: Submit the ariginal and one copy of SE-480, including the Coniracior's
Rgpuest for Change Order and one copy of the supponting cost and schedule data o the OSE Project Manager for review and approval.

2. CHANGE ORDERS APPROVED BY AGENCY: [ OSE approved the original conract award, submit one copy of the SE-480, including
the Contractor's Regrest for Change Order and one copy of the supporting cost and schedule data 1a the OSE Project Manager tor information.
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SE-480 07/01 Edition
REQUEST FOR CHANGE ORDER

AGENCY:

{Name)

PROJECT: - - -
(Mumber) {Name)

The undersigned bereby submits, iu accordance with the terms and| Contract Date:
conditions of the Ceontract for Construction, this Request for Change
Order with supporting documentation as required.

Description of Changed Work :

Change Order Request No.

Proposed Adjustment of the Contract Time:

{Provide justification based upen te current Contract Schedwle. Reference attachmenis as necessary) (Days)
Pr ed Adjustment of t ontract Sum;
(Tatal Change Orider Cost from Cost Proposal Sunimary) {Amot)

Submitted: Received:

(Contractor) {Architect/Engineer)

By: By:

Title: Title:

Date: Date:

Linstructions te the General Contractor:

1. Complete this form by providing all information required above, either in the spaces provided or by reference o aitachments.
2. Attach a single Cost Proposal Summary and supporting information in sufficient detail 1o clearly establish the basis for the
Contractor's request for an adfustment in the Conivact Sunt or Contract Time, or both.

3. Atrach separate "Supporting Documentation” sheets and backup as required 1o identify the proposed adjushuent for each
subconiractor for cach distingt work activiy.

4. Submit this form and ail attachments o the A/E or as directed by the Agency.
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SE-480 07/01 Edition
COST PROPOSAL SUMMARY

PROJECT: - - - CHANGE ORDER REQUEST NO.:
(NMumber)
Contractor's Name: DATE PREPARED:
(1) (2) 3) 4
Contractor 1st Tier Subs | 2nd Tier Subs Total

1. Straight Time Wages or
Salary

2. Fringe Benefus & Payrol
Taxes on Line 1

3. Overtime Wages or Salary

4. Fringe Benebts & Payroll
L_ Taxes on Line 3

3. Matenials and Consumable
Lt

6. Sales Taxes

Direct Cost |7. Rental Charges

8. Royaltiex

9. Pemmils

10. Subtotal Dircct Costs
Sum Lines 1-9)
11. Bands and Insurance
applivd 10 hine 10,
12. 2nd Tier Subs Overhead
(10 % of line 10_col 3)
13, 2nd Tier Subs Profil
7 % of linc {0 col. 3
14. 1st Tier Subs Gverhead
10 % ding 40, col, 7 + ol 3
15. 15t Trer Subs Profit
7%, of fine 10, col. 2,
Contractor |16, 15t Tier Subs Commission
Markup (355 of line 10, cof. 3)
17. Contracter's Overhead
{0% line 10, col [+ col 2)
18. Conlractor's Profit
{7 % afline /9 col. 1)
19. Cantracior's Commission
(3% of line 10, ol 2)
0. Total Contractors’ Markup
(sum fines [2-19)
21. Change Order Cost
TOTAL (sum of fines 10, 11 and
20, col, &)

Insiructions to the General Contractor:

1. Complete this form by providing the project information required above and the proposed Change Ovder Cost, as supported
by the attached form titled, "Supporiing Documemation for the Cost Proposal Summary.

2. A separate form titfed “Supporting Documentation for the Cost Proposal Summary" shall be completed by the Contractor and
each first or second iier Subcomractor invelved in each distinct work activity.. Each such form shall be complete and signed by
Contractor or Subcomtractor actually performing the work identified on the form. Attach supporting data to each form to
substmitiate the individually listed costs. The costs provided on these forns shall be used to substantiate the Change Order Cost
shown on the Cost Proposal Summary.

3. The Conlraciors’ Markup shall be computed on the cost of Extra Work of Contractor and each Subcontractor involved in the
Extra Wark: and shall constitute full compensation for alf costs and expenses related 1o the subject change and not listed in the
supporting Documentation for the Cost Propesal Summary, including overhead and profit.

4. Refer to Paragraph 7.5 of the General Conditions for the method of computing the Contractor Markup.

3. Round all mnounts to the nearest dollar.

Bonding

Second Printing Jof4 SE-480



SE-480( 07/01 Edition
SUPPORTING DOCUMENTATION FOR THE COST PROPOSAT SUMMARY

PROJECT: - - - CHANGE ORDER REQUEST NO.:
(Number)

Contractor or

Subcontractor's

Name: DATE PREPARED:

Work Activity:

Direct Cost Eletnent Costl

[. Straight time Wages/Salarics - Labor

2. Fringe Benefits & Payroll Taxes - Labor ¢ % of line 1}

3. Overtime Wages /Salaries - Labor (Auach AAgency Represemtative's written authanzation)

]()ji"e‘“ 4. Fringe Benefits & Payroll Taxes - Overtime ( % of line 3)
osts

5. Materiats & Consumable Jtems

6. Salcs Taxes ( % of line 5)

7. Equipment Rental Charges (Atzach Schedule)

8. Royalties

9. Permits

10. Total Direct Expenses (Swm of lines [ through 9)

11. Bonds and Insurance on Line 10 ¢ % of Line 10)

CONTRACTOR'S CERTIFICATION. This is to certily that, to the best of my knowledge and belief, the cost or pricing data
submitted in suppert of this Reguest for Change Order are accurate, complete and current as of the date entered below; are
realistic for the work to be performed; refleet a clear understanding of Lthe requirements; and are censistent with the various
elements of the undersigned's technical proposal.

Submitted: Submitted:
{General Contractor)’ (Subcontractor)?
By: By:
Title: Title:
Date: Date:

Notes: (1) Reund off aif cosis to the nearest dallar.
(2 This fori shall be prepored and signed by the Contracior or Subcontractor actually perforining the iWork Activity hsted above.
{3} Forms sigued by o Subcontrociar shall be reviewed and signed by the General Contractor certifying the accuracy of the information.
(4)  Attack supperting documentation as required lo substantiate the basis for the adfustiment requesied.
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One of the best ways to avoid construction disputes is negotiate and follow a well-written
construction contract. Most construction disputes can be traced back to the parties’ failure to write,
understand, and follow a well-written contract.

Well-written construction contracts often include the following provisions:

site, Click here to search for your contractor,
Full name of the owner, the job address and contact information such as phone numbers.
A detailed descripticn of the scope of construction work
List of specific bullding materials to be used in the project.
Start and completion dates.
Total price of the project, including labor and materials, and a payment schedule.
List of allowance items (l|ghtmmlmures appliances, etc.) and the -
budgeted amount, if any.
8. List of required permits, including who will be responsible for obtaining them.
Agreement that any changes to the contract will only be done upon written “change orders”
signed by both the contractor and the homeowner.
10. Signature of both parties to the contract.

g Full name and CCB license number of the general contractor as it appears on the CCB web
6
7

We recommend that you keep a signed copy of your contract, and all related materials in a safe
place.

All consumer protection notices should be read, understood, and maintained with your contract
documents. One of the best ways to avoid construction disputes is negotiate and follow a well-
written construction contract. Most construction disputes can be traced back to the parties’ failure -
to write, understand, and follow a well-written contract.

Well-written constructien-contracty often include the following provisions:

1 ull name and CCB ligénse numher of the general contractor as it appears on the CCB web
site. Click here to,Search for your contractor™
Full name of tr;é owner, the ]OB-BGHFESS and contact information such as phone numbers.

A detailed de/crlptmn of the” Scope of constfuction work

List of spe€ific bundmg’rﬁaterlals to be wSed in the project.

Start arid completion dates.

Total prlcepf’fhe project, mcludmg/abor and materiais, and=a)payment schedule.

L;SE of alldwance items (lughtmg, fixtures, plumbmg fixtures, dppliances, etc.) and the

udgefed amount, if any.

8 t of required permrts,;lncludlng who wHI be responsible for obtaining them.

9. Agreement that any changes to the contract will only e done upon written “change orders”
signed by both the contractor and the homeowner.

10. Signature of both parties to the contract.

e
rd

We recommend that&oa keep a signed capy of you;, ontract, and all related materials in a safe
place. /

/,

NoOu e wN

All consumer protection notices should be read understood and maintained with your contract
documents.




