
Form 9-D
Evaluation of Change Orders

Project Name Project Number

Reviewer

1. Changed site conditions
2. Requests by the borrower, engineer, or contractor
3. Omissions in the plans and specifications

4. Differences between contract amounts and installed quantities

5. Regulatory changes

1. The usual method will be when the borrower and the contractor have reached agreement 
on the need for the change order.

2. A unilateral change order occurs when the borrower and contractor fail to reach an 
agreement on price and/or time required. This situation should only arise when all 
reasonable efforts to reach agreement have failed. The change order (without contractor's 
signature) should be submitted by the borrower with an explanation of the situation.

3. A “Time and Materials” change order occurs when emergency work is required without 
sufficient time to negotiate the cost.

Prior written approval from the Department of Environmental Quality required for 
changes which:

1. Substantially alter the design and scope of the project
2. Substantially alter the size, location, capacity, or quality of any major piece of 

equipment
3. Increase the amount of funds needed to complete the project
4. Involve additive or deductive items in excess of 5% of the construction contract

5. Increase or decrease the amount of time allowed for the project
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Date

A. USUAL CAUSES FOR CONSTRUCTION CHANGE ORDERS

B. METHODS OF PROCESSING CHANGE ORDERS BY THE BORROWER

C. APPROVALS–CHANGE ORDERS THAT MUST BE APPROVED BY DEQ (IDAPA 58.01.20.041)



D. CHANGE ORDER SUBMITTALS

Supporting documentation should provide enough information to facilitate a rules-based 
determination. Information may include:

1. Project name and number

2. Contract change order number
3. Execution date (date signed by authorized representative)
4. Description of each change, including unusual circumstances

5. Drawings which identify changes (deletions, additions, or revisions)
6. Documentation of why change is needed:  changed site condition, design error or 

omission, improvement in system operation
7. The pricing data must be in sufficient detail to allow the community and DEQ to 

determine reasonableness. Evidence of negotiation with the contractor and pricing 
data from other sources should be included.

8. Change order document with approval signatures of engineer, community 
representative, and contractor (except for unilateral change order)

9. New contract amount and new completion date
10. For proposed change orders in excess of 5% of the contract amount, the pricing    
      data should be submitted, accompanied by: (1) certification of review of the    
      contractor's cost or price, and (2) a copy of the proposed change.

E. JUSTIFICATION

Assure that contract change is necessary, reasonable (both from a basis of cost and 
timeliness), and not included in the current contract.

1. Necessity for change. Why is the addition or deletion required?

2. Reasonableness of cost adjustment:
a) Review the cost data submitted and compare with the scope of work stated in the 

change order.
b) For variances in quantities of unit prices in the bid package, it is acceptable to use 

bid prices. However, if quantities vary more than 15%, a new limit price should 
be considered.

c) Additional “in-house” cost estimates may be necessary when it appears the cost 
data submitted is questionable in regard to quantities, cost of materials, labor, etc.
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3. Reasonableness of time extensions:
a) Weather. Time extensions for weather delays are allowable for unusually severe or 

unseasonable weather. Delays due to normal weather conditions prevailing in the 
area are generally not a sufficient cause. The community or engineer may use 
comparative historical data to determine if weather conditions were unusually 
severe. The contractor's progress schedule should be checked to see if a period of 
shutdown was scheduled during the winter months. 

b) Equipment delivery delays. 

4. Duplication. Assure that the change does not require work which is in the original 
contract or previous change order. Check the change order against the approved 
plans, specifications, and addenda.
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Form 9-D
Evaluation of Change Orders
Project Name
Project Number
Reviewer
1.
Changed site conditions
2.
Requests by the borrower, engineer, or contractor
3.
Omissions in the plans and specifications
4.
Differences between contract amounts and installed quantities
5.
Regulatory changes
1.
The usual method will be when the borrower and the contractor have reached agreement 
on the need for the change order.
2.
A unilateral change order occurs when the borrower and contractor fail to reach an 
agreement on price and/or time required. This situation should only arise when all reasonable efforts to reach agreement have failed. The change order (without contractor's signature) should be submitted by the borrower with an explanation of the situation.
3.
A “Time and Materials” change order occurs when emergency work is required without 
sufficient time to negotiate the cost.
Prior written approval from the Department of Environmental Quality required for 
changes which:
1. Substantially alter the design and scope of the project
2. Substantially alter the size, location, capacity, or quality of any major piece of equipment
3. Increase the amount of funds needed to complete the project
4. Involve additive or deductive items in excess of 5% of the construction contract
5. Increase or decrease the amount of time allowed for the project
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A. USUAL CAUSES FOR CONSTRUCTION CHANGE ORDERS
B. METHODS OF PROCESSING CHANGE ORDERS BY THE BORROWER
C. APPROVALS–CHANGE ORDERS THAT MUST BE APPROVED BY DEQ (IDAPA 58.01.20.041)
D.
CHANGE ORDER SUBMITTALS
Supporting documentation should provide enough information to facilitate a rules-based 
determination. Information may include:
1. Project name and number
2. Contract change order number
3. Execution date (date signed by authorized representative)
4. Description of each change, including unusual circumstances
5. Drawings which identify changes (deletions, additions, or revisions)
6. Documentation of why change is needed:  changed site condition, design error or omission, improvement in system operation
7. The pricing data must be in sufficient detail to allow the community and DEQ to determine reasonableness. Evidence of negotiation with the contractor and pricing data from other sources should be included.
8. Change order document with approval signatures of engineer, community representative, and contractor (except for unilateral change order)
9. New contract amount and new completion date
10. For proposed change orders in excess of 5% of the contract amount, the pricing   
      data should be submitted, accompanied by: (1) certification of review of the   
      contractor's cost or price, and (2) a copy of the proposed change.
E.
JUSTIFICATION
Assure that contract change is necessary, reasonable (both from a basis of cost and 
timeliness), and not included in the current contract.
1. Necessity for change. Why is the addition or deletion required?
2. Reasonableness of cost adjustment:
a) Review the cost data submitted and compare with the scope of work stated in the change order.
b) For variances in quantities of unit prices in the bid package, it is acceptable to use bid prices. However, if quantities vary more than 15%, a new limit price should be considered.
c) Additional “in-house” cost estimates may be necessary when it appears the cost data submitted is questionable in regard to quantities, cost of materials, labor, etc.
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3. Reasonableness of time extensions:
a) Weather. Time extensions for weather delays are allowable for unusually severe or unseasonable weather. Delays due to normal weather conditions prevailing in the area are generally not a sufficient cause. The community or engineer may use comparative historical data to determine if weather conditions were unusually severe. The contractor's progress schedule should be checked to see if a period of shutdown was scheduled during the winter months. 
b) Equipment delivery delays. 
4. Duplication. Assure that the change does not require work which is in the original contract or previous change order. Check the change order against the approved plans, specifications, and addenda.
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