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INDIANA DEPARTMENT OF TRANSPORTATION 
INDIANAPDLIS, INDIANA 46204·2249 

INTER-DEPARTMENT COMMUNICATION 

June 20, 2000 

District Directors � MEMORANDUM 00-13 

To: 

From: 

Subject: 

District Materials and TeYrt:rr . 

Area Engineers ,/ff'j1JIJ! . .''f} 
Timothy D. Bertram,Jehief 
Contracts and Construction Division 

Toll Road Operations Engineer 
District Construction Engineers 
Project Engineers\Supervisors 

Change Order and Time Extension Approval Authority 

Effective immediately, the approval authority for change in plans is being revised. The new policy 
increases the authority levels as follows: 

Existing Contract Item New Contract Item 
1v1ax1mum Jvlax1mum nJ.ax1mum Jv1ax1mu1n 

Approval Authority Line Item Change Order Line Item Change Order 
Amount Amount Amount Amount 

Project Engineer/Supervisor $20,000.00 $100,000.00 $10,000.00 $50,000.00 

Area Engineer $100,000.00 $250,000.00 $100,000.00 $250,000.00 

District Construction Engineer $400,000.00 $750,000.00 $400,000.00 $750,000.00 
Toll Road Operations Engineer 

District Director $500,000.00 $1,000,000.00 $500,000.00 $1,000,000.00 

Division Chief 
Contracts and Construction $1,000,000.00 $2,000,000.00 $1,000,000.00 $2,000,000.00 
Division 

Deputy Commissioner and over over over over 
Chief Highway Engineer $1,000,000.00 $2,000,000.00 $1,000,000.00 $2,000,000.00 

The amounts listed above represent the maximum increase or decrease to a single item, or total amount of 
the document. 

Any change order which causes the cumulative total change (increase or decrease) in the original contract 
monetary amount to reach 20% and above, must be approved by the Deputy Commissioner and Chief 
Highway Engineer. 

The Scheduling Manager shall review all change orders over $500,000.00 to ensure that all necessary funds 
are available prior to approval. The approval authority as outlined above shall provide the Scheduling 
Manager with the necessary information to conduct this review. No approval shall be made prior to the 
review being completed. 
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June 20, 2000 
Memorandum 00-13 
Page 2 of 2 

Concurrence through the C&C Division is required prior to the approval of items of the following nature, 
even though they may fall within other monetary limits of authority: 

1. Revisions to geometric design of the mainline roadway, ramps, frontage roads or crossroads. 
2. Revisions to the structural section above the subbase including the changing of Binder grade. 
3. Additions, deletions, changes, or relocations to bridges and /or structures which would affect 

the functional scope and intent of the approved design. 
4. Deviations from the planned access control (includes drives or pedestrian access construction 

features). 
5. Altering the intent or scope of the contract or character of the work including extending the 

project limits. 
6. Altering specifications, special provisions or other contract requirements including previously 

approved provisions for maintaining traffic. 
7. Revisions resulting in significant new environmental impacts, significant worsening of 

anticipated environmental effect, or significantly reduces the degree of impact mitigation 
provided in the contract. 

Change in plans with extra work items must contain data justifying the cost being approved. 

Also being revised at this time is the time extension approval authority levels. The following are the revised 
approval levels: 

Approval Authority Number of Days 
Project Engineer/Supervisor 10 

Area Engineer 25 
District Construction Engineer 50 

District Director 75 
Division Chief, Contracts & Construction Division 100 

Chief Engineer > 100 

These days are calendar days after the completion date regardless of the type of days that the contract has 
been set for. There are no monetary constraints associated with liquidated damages tied to these approval 
authorities. These authority levels would not apply to incentives/disincentives or other times established 
within the special provisions of a contract. Incentives/disincentives and other time extensions shall follow 
the monetary levels outlined for change order approvals above. 

Attached are revised pages of the General Instruction to Field Employees, section 2-19 Extension of 
Contract Time, pages 2-29 to 2-32 and FORM IC 626, page 40-43 through 40-48C,. Please remove the 
existing sections and replace with those enclosed. 

TDB:RL Y:rly 

Attachments 

cc: FHWA 
Mater ials and Test D iv is ion 
IC I 
A PA I  
CE I 
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At the lower portion of the CR-2, indicate whether or not District personnel have discussed 
de f iciencies with the Contractor. Provide the date of the f inal inspection and the date of the 
discussion. If a discussion was not held, provide the reason. The form should be signed and dated 
by the PE/S, AE, and the DCE. 

FORM IC 626--(SF-35929)--CHANGE ORDER. This form is used for any change in the 
planned contract quantities, the addition of new items of work, or changes to the contract 
documents. These changes can result from, but are not limited to, extra work, f orce account 
work, changes in plans due to revisions, changes in quantities due to plan errors, documentation 
of minor and cumulative changes in quantities, specification changes, and documentation of 
credits for failed materials. The purpose of the Change Order is to show documented approval at 
the proper authority level of specific changes to a contract f or which the Contractor can be paid. 
Approval must be received be fore work can proceed. 

The submission of this form should be kept up-to-date and current with the progress of the field 
construction, not only because it is necessary to obtain prior approval, but also due to the fact 
that the preparation is simplified when a minimum number of items are involved. No substantial 
change in plans should be made without proper authorization. Even though it may be impossible 
to determine the accurate quantities involved in an alteration, approximate quantities should be 
used from the best in f ormation available. Approved IC 626's are an aid in the preparation of the 
FCR and become a part thereof. The Change Order must be prepared in black ink, typewritten, or 

generated through CRA. Additional instructions f or generation through CRA are included within 
the CRA Manual. 

When the Contractor would be delayed by the time required to process a Form IC 626, a verbal 
approval may be requested from the proper authority. Good job management will minimize the 
need f or a verbal approval. There are exceptions such as f oundation items that cannot be 
anticipated until the foundation is exposed or the test pile driven. Advance oral approval must be 
f ollowed up promptly with the f ormal IC 626 document. The granting of an emergency approval 
is a privilege not to be abused. The C&C Division shall be noti f ied within five ( 5) business days 
of all change orders and time extension approvals. This is needed to help ensure accountability 
and to keep records current. 

In the event the SS applicable to the contract does not covered an item of extra work, it will be 
necessary to include the specification with the Change Order. 

The SS provides for the per f ormance of extra work by " Force Account". This method of payment 
f or perf orming work is used only when the Contractor and the State cannot mutually agree on the 

negotiated price. This could happen when the added work is unusual in nature and neither party 
have past records concerning costs or time. 

For Contractor owned machinery or special equipment, the rates shall not be more than those 
listed in the current Rental Rate Blue Book, as published by Dataquest, Inc. Regardless of the 
time used, this rate shall be the hourly rate obtained by dividing the monthly Blue Book rate by 
1 76, with appropriate adjustm_ents made f or region and age, plus actual fuel and lubricant costs. 
For non-contractor owned machinery or special equipment, the rates shall be as shown on the 
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actual invo ice. Small tools shall be defined as any tool cost ing less than $500.00 each, or an 
aggregate total of $1,000.00. Th is matter is addressed in the SS. 

The equ ipment descr ipt ion shall be the same as the l ist ing in the above rental book. 

Force account work must be approved pr ior to do ing the work. 

Form IC 6 26 should always be used to establ ish an adjusted un it pr ice when the pr ice 
determ inat ion is spec ifically spelled out in the spec ificat ion. Examples are 3 t imes common for 
excavat ion of unsu itable mater ial or convert ing Compacted Aggregate Type "P " to Type "O " and 
to establ ish a un it pr ice f or another project on mult iple project contracts. When the spec ificat ions 
ind icate adjustments such as w ith excavat ion of unsu itable mater ial ( 3  t imes common), do not 

adjust the quant ity. Th is is fals ifying legal documents. 

Occas ionally the c ircumstance ar ises in wh ich the FHW A w ill not part ic ipate in the cost of 
certa in items or port ions of items. The Change Order f orm is used to adjust the quant it ies and 
establ ish the non-part ic ipat ing item. 

To establ ish the non-part ic ipat ing item, whether a port ion of an item or the ent ire item, a 
supplemental descr ipt ion " Non- Part ic ipat ing" shall be placed in the supplemental descr ipt ion 
field f or the item descr ipt ion and the Non- Part ic ipat ing ind icator box should be checked. The 
item descr ipt ion w ill rema in the same and the quant ity w ill be adjusted to re flect the non­
part ic ipat ing port ion of the quant ity shown on the new " Non- Part " item. 

The f orm must be completely filled out properly to prevent delay in process ing and approval of 
changes. Start ing at the top of the form the page number is for use when th is f orm is incorporated 
into the FCR. Next, the contract number and Federal project number must be complete. The 

Change Order Number shall be sequent ial and include COs not approved. They w ill be ass igned 
by the PE/S. 

The upper port ion of the f orm prov ides space to descr ibe and expla in the recommended change. 
If more space is requ ired, add it ional work sheets may be used. The recommended change, 
descr ipt ion, and explanat ion must be clear in order that there w ill be no m isunderstand ing or 
m is interpretat ion by those ind iv iduals subsequently rev iew ing the f orm. The spec ific reason for 
the change must be g iven. Do not use as an explanat ion, "Mr. Sm ith 's letter dated May 26, 1 98 9" 
alone, but the subject of the letter may be a suffic ient explanat ion. The explanat ion for the 
change should g ive the locat ion of the change, a complete descr ipt ion and the reason the change 
is recommended. If a sketch is requ ired to clar ify the items involved one should accompany the 
document. Add it ional explanat ion sheets should be numbered (CO #XX, Page Y of Z) to ident ify 
them w ith the bas ic Form IC 6 26 ,  and 21 5 mm x 280 mm (8 1/ 2" x 11 ") sheets should be used 
f or th is purpose. Mult iple pages used in calculat ing the increased quant ity need not be attached to 
the Change Order. These may be reta ined in the project file and a note should so state. 

On mult iple project (DES) contracts, a breakdown of the items by ind iv idual DES must be made. 
In the space prov ided for project numbers at the top of the form, all project and DES numbers 
included in the document should be shown. If the document involves only one project and DES 
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of a multiple project contract, the single project and DES number at the top of the f orm will 
suffice. If the document involves more than one project and DES in the contract, the items must 
be broke down by DES. 

The breakdowns must be the same as the breakdowns used f or preparation of Form IC 642 and 
the progress estimates. Compliance with these paragraphs is essential in order to provide 
required documentation f or increasing project funds. 

· 

The middle portion of the form provides space f or the various items of the contract under 
consideration. If the Change Order is to adjust the quantity of an existing item in the contract, the 
Contract Line Number (CLN), the Project Line Number (PLN), PCN (DES), Spec Ref number, 
Item Description and Unit Price as shown in the itemized proposal should be used and the letter 
"C" shall be placed in the C,E,F field. 

If the Change Order is being used to establish an extra work items as de fined by the SS, the 
letters "E" must be placed in the C,E,F field with the next CLN, the next PLN, PCN (DES), 
Spec Ref number , the Item Description, Quantity, and Unit Price f or the item. The description 
and Spec Ref number will come f rom the Mater Items List and a supplemental description may 
be used if needed to clarify the item. When it is necessary to add an existing contract item to a 
project where it does not already exist, the extra work process is utilized except the CLN is that 
which is already used for the contract. 

If the Change Order is being used f or items of extra work by Force Account the letters "F" must 
be placed in the C,E,F field along with the same in formation f or the extra work item . The Spec 
Ref number and Item Description used f or f orce account work shall be "109-04299, FORCE 
ACCOUNT WORK". A supplemental description shall always be used with a f orce account 
item to identify the force account to the speci fic element of work being per formed. Items of 
Extra Work, Force Account, and Change of Quantity may be shown on the same f orm when the 
changes are related. 

When multiple pages are necessary for a long list of items , the pages shall be provided by cutting 
the signature area off the bottom of Form IC 626 discarding the lower portion . The upper portion 
would then become the first and middle pages of the document and the full size f orm with the 
signatures would be the last page of the document. 

Under the Percent(%) Change columns, the first column pertains to the change of the item on 
the speci fic IC 626 at hand versus the authorized contract quantity. Authorized contract quantity 
shall include the original contract amount plus any additional approved to date change order 
quantity. The second colunm should re flect the cumulative total change to date of the item, 
including the change being recommended, versus the original plan quantity. An item of extra 
work will be 100 % change for both colunms. 

The form, when completed by the PE/S, shall be submitted to the Contractor for approval. The 
Contractor shall return the f orm to the PE/S. To the right of the initial block space is provided for 
the signatures and date of the officials of the Local Public Agency , when they are involved in the 
project. At least two (2) signatures of the authorized representatives for the L P A  are required. 
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Each person who reviews the Change Order shall initial in the appropriate location of the initial 
block up to the proper level of authority for approval. 

The level of authority for approval of a Change Order (Form IC 6 26) shall be as follows: 

Approval Authority 

PE/S 

AE 

DCE 
TR Operations Engineer 

DD 

Division Chief 
C&C Division 

Deputy Commissioner and 
Chief Highway Engineer 

Existing Contract lfcm 
Max Line Max CO 

Item Amount Amount 

$20,000.00 $100,000.00 

$100,000.00 $250,000.00 

$400,000.00 $750,000.00 

$500,000.00 $1,000,000.00 

$1,000,000.00 $2,000,000.00 

over over 
$1,000,000.00 $2,000,000.00 

New Contract Item 
Max Line Max CO 

Item Amount Amount 

$10,000.00 $50,000.00 

$100,000.00 $250,000.00 

$400,000.00 $750,000.00 

$500,000.00 $1,000,000.00 

$1,000,000.00 $2,000,000.00 

over over 
$1,000,000.00 $2,000,000.00 

The amounts listed above represent the maximum increase or decrease to a single item, or total 
amount of the document. 

Any change order which causes the cumulative total change (increase or decrease) in the original 
contract monetary amount to reach 20 % and above must be approved by the Deputy 
Commissioner and Chief Highway Engineer. 

The Scheduling Manager shall review all change orders over $500,000.00 to ensure that all necessary 
funds are available prior to approval. The approval authority as outlined above shall provide the 

Scheduling Manager with the necessary information to conduct this review. No approval shall be made 
prior to the review being completed 

The following general rules apply to all Change Orders (IC 6 26): 

I. All Change Orders shall be numbered sequentially; 1, 2, 3, etc. Each document 
and accompanying work sheets, etc. should note C.O. #in the upper right hand 
comer along with Page of total pages. 

2. The District shall maintain a log of all Change Orders. 
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3. The Districts shall maintain an accumulated running total for each contract, 
monitoring the total to ensure that each Change Order is approved by the proper 
authority. 

4. The Districts must stay within the authorized limits, within established 
Department policies and procedures and within State law when approving Change 
Orders. Concurrence through the C&C Divi·sion is required prior to the approval 
of items of the following nature, even though they may fall within other monetary 
limits of authority: 

A. 

B. 

C. 

Revisions to geometric design of the mainline roadway, ramps, 
frontage roads or crossroads. 

Revisions to the structural section above the subbase including the 
changing of Binder grade. 
Additions, deletions, changes, or relocations to bridges and /or 
structures which would a ffect the functional scope and intent of the 
approved design. 

D. Deviations from the planned access control (includes drives or 
pedestrian access construction features). 

E. Altering the intent or scope of the contract or character of the work 
including extending the project limits. 

F. Altering specifications, special provisions or other contract 
requirements including previously approved provisions for 
maintaining traffic. 

G. Revisions resulting in signi ficant new environmental impacts, 
significant worsening of anticipated environmental e ffect, or 
signi ficantly reduces the degree of impact mitigation provided in the 
contract. 

Change Orders approved within the Districts shall be distributed by the Districts as follows: 

A letter of explanation from the District is required for all changes. The letter should set out the 
conditions and necessity for the work. The increased limits of authority can result in a major 
budget impact. Each approval authority must assure that the justification for change is well 
documented and not merely a personal preference. 

Change Orders on Federal Aid projects with federal oversite are subject to review and approval 
by the F HW A. Processing of these documents shall be as follows: 

I. Change Orders approved by the PE/S do not require prior approval by the F HW A; 
however, a copy of the approved document shall be sent to the F HW A  for their 
review and files. Based upon its review, the F HW A  has the prerogative to 
withdraw part or all of the Federal participation of the items involved. There fore 
the District must exercise care that the Change Order is within established 
guidelines and would not result in withdrawal of Federal participation. 
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2. Change Orders other than those approved by the PE/S must have prior approval 
by the F HW A. This normally requires that the document be transmitted to the 
F HW A for approval after the document has been approved by the Department, 
but be fore distribution of the document. When circumstances dictate, verbal 
approval may be sought from the F HW A by contacting the appropriate F HW A 
AE. Formal F HWA approval is obtained by transmitting the original and one (1) 
copy of the document to the F HW A. A copy is retained by the Department until 
F HW A approval is obtained. After approval, the F HW A will return the original, 
stamped as being approved for Federal participation (unless exceptions are noted). 
The District shall make copies of the approved original and distribute as shown 
below. 

Approved Change Orders shall be distributed by the Districts as follows: 

Original is returned to the PE/S and incorporated into the FCR. 

One (1) copy retained in District files. 
One (1) copy to the C&C Division 
One (1) copy to the Contractor. 

When the Corps of Engineers is participating in a contract, their authorized representative must 
sign the original document with the same procedure as F HW A  prior to the distribution procedure 
above. An additional copy must be made in order to provide the Corps of Engineers with an 
approved copy. 

Occasionally, it will be necessary to combined documents together. Approval of the entire 
package shall be given from the highest level of authority required within the package. For 
example, a time extension is within the DO level of authority but the related change order 
requires approval by Division Chief, C&C Division, the entire package of documents must be 
submitted to the highest level of authority for approval. In this case, the CO will approve both 
the time extension and change order and make the distribution of the package. 

Prior to the District: approving, transmitting to CO for approval, or requesting verbal approval of 
any Change Order consisting of a major change on Maintenance contracts (" M" and "RS"), the 
District Operations Engineer shall be contacted to solicit concurrence in the change. 

Each District is to exercise their authority to approve changes within their specified limits. If a 
question arises concerning the approval authority, contact the C&C Division for direction. 
Change Orders will be reviewed by the C&C Division. The C&C Division will assist the 
Districts to help ensure that uni form administration of all contracts is being followed state-wide. 
It is important and essential that the contract provisions, Department policy, and State law be 
followed. The C&C Division will work closely with the Districts in order to help with 
compliance. 
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Each District is to use the transmittal form shown on page 40-48 B when Change Orders are 
submitted to the CO for approval. Also, see page 40-48C for sample form. The form must be 
filled out as follows: 

Contract No. A- XXXXX, Project No., Structure No. 
These are the numbers that come from the contract. 

District, Job Type 
District - your district 
Job Type - resurface, bridge, road reconstruction, etc. 

Herewith for your signature, if satis factory, is a Change Order, Form IC 626, at an 
increased/decreased cost of $XXXXXXXXXX.XX. 

This is typed verbatim filling in the dollar amount, and leaving out the inappropriate, 
increased or decreased. 

Summary Area 
This is the area where it is explained why the change is needed. It should be written as if the 
reader has no knowledge of the situation, and needs to understand why the change is 
required. Some history might be needed. The CO Field Engineer must have knowledge of the 
change before being submitted. 

Price Justi fication 
In this area justification for the prices are entered as a whole (i.e. same as on contract 
XXXXXX, in line with current bidding). 

The district recommends approval. 
This is typed verbatim. 

TO T A L  CON TRAC T 
INCRE ASED /DECRE ASED COS T 
PREVIOUS INCRE ASE 
TO T A L  INCRE ASE/DECRE ASE 

$XXXXXXXXXX.XX 
$XXXXXXXXXX.XX 
$XXXXXXXXXX.XX 
$XXXXXXXXXX.XX 

Fill in the dollar amounts and the percent of change ( + or -) 

Field Engineer Recommends Approval 
This is the area for the field engineer to concur with the change . 

Field Engineer Comments 
This area is for comments from the Central Office Field Engineer 
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August 30 , 1 995 

IC 6 26 

TO: Timothy D. Bertram, Chie f 
Contracts a nd Construction Division 

A T T N: Tom Hamilton 
Contract Support Supervisor 

Contract No. 
Project No. 
DE S No. 

M -1 9964 X 
ST P -OOOC ( 34 7) 
1234 56 78 

Structure No. 111- 22- 5516 

District, Seymour, Job Type, Cleaning and Painting Bridge Str uctures in the Seymour District. 

Herewith for your signature , i f  satis factory, is a change order , IC 6 26 ,  at a decreased cost o f  
$1 21 ,700.00 

Structure No. 111- 22- 5 516 was to be included in the current maintenance contract to clean and 
paint bridges in the Seymour District. However, Str ucture No. 1 11- 22- 5516 is currently being 
rehabed by contract B- 20180. Instead o f  extending the completion date o f  the paint contract, it 
was decided to delete this structure from the contract and put it is next year 's bridge maintenance 
painting pro gram. 

Price Justi fication: The costs included are the bid items from the contract. 

The district recommends approval. 

TO T A L  CONT RAC T  
DECRE A SED CO ST 
PREVIOU S C H A NGE 
TO T A L  C H A NGE 

F ield E ngineer Recommends Approval 

Field Engineer Comments: 

$ 4 54 ,000.00 
$( 121,700.00) 

0.00 
$(1 21,700.00) - 26.81 % 
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August 30, 1 9 9 5  

IC 626 

TO : , C hie f 
Cont ra cts and Const ru ct ion D iv is ion 

ATT N: 
Cont ra ct Suppo rt Supe rv iso r 

Cont ra ct No . 
P roje ct No . 
DES No . 

xxxxxx 
xxxxxx 
xxxxxxxx 

St ru cture No . XXXXXX 

D ist rict ,  , Job T ype 

Herew it h  for you r  s ignatu re, if sat is fa cto ry, is a change o rder, IC 626, at an increased/ decreased 
cost o f  $XXXXXXXXXX.XX. 

(Summary Area) 

Pr ice Just ifi cat ion: 

T he d ist rict re commends app roval 

TO T AL CO N TRAC T 
I NCRE ASED/DECRE ASED COS T 
PREVIOUS C H AN GE 
TO T AL C H AN GE 

Field Eng ineer Re commends Approval 

Field Eng inee r Comments: 

$XXXXXXXXXX.XX 
$XXXXXXXXXX.XX 
$XXXXXXXXXX.XX 
$XXXXXXXXXX.XX +XX.XX% 
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1 9. EXTENSION OF CONTRACT TIME. Sec tion 108 of the SS permi ts a reques t for an 
e xtension of contrac t time for reasons be yond the con trac tor 's con trol. This sec tion se ts ou t the 
guidelines, procedures and levels of au thorit y for approval of time e xtensions. 

Whenever a si tua tion arises in which the ques tion of the possibili ty of an e xtension e xis ts, ever y 
ef fort should be made to consider and resolve the ques tion a t  the time of the occurrence ins tead 
of several mon ths la ter. I t  is preferable to resolve these ques tions a t  an e arl y s tage when e xac t 
condi tions and fac ts are curren t and easil y established ins tead of tr ying to be recalled mon ths 
la ter. This also le ts the Con trac tor know e xac tl y  wha t the c 9n trac t time is. 

All e xtensions shall be suf ficien tl y  documen ted to clearl y subs tan tia te the e xtension and to 
indica te uni formi ty of decisions. E xtensions on Federal -Aid pro jec ts involving Federal oversigh t, 
are subjec t to review and approval b y  the F HW A. The Con trac tor 's reques t and su fficien t 
documen ta tion to jus ti fy  approval of the proposed e xtension should accompan y the e xtension 
letter. 

Below the signa ture block on the e xtension letter, a space should be provided for signa ture b y  the 
F HW A indica ting their concurrence. For e xample : 

John J. Jones 
Dis tric t Direc tor 

We concur in revising the con trac t comple tion as indica ted above 

S.S. Smi th 
Division Adminis tra tor 
Federal Highwa y Adminis tra tion 

The original and a cop y of the e xtension letter shall be sen t to the F HW A for concurrence. The 
original will then be re turned b y  the F HW A to the origina tor. 

The following table indica tes the level of authori ty for approval of time e xtensions. The con trac t 
da ys are for all da ys after the original comple tion time regardless of the type of time se t in the 
con trac t. The au thorit y levels represen t the total number of da y per contrac t. An e xtension ma y 
be approved based upon the approving au thorit y's bes t judgmen t of the jus tifica tion, and 
compliance with the Speci fica tions, S P  and Departmen t polic y. 

TIME EXTENSIONS 
Title 
PE/S 
AE 

DCE or 
Toll Road Opera tions 

Engineer 
DD 

Div. Chief, 
Con trac ts and Cons tr. 

Chief Engineer 

2 -2 9  

Contract Days 
10 
2 5  
50 

75 
100 

over 100 

( 
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All incentives and disincentives , inter mediate co mpletion dates , and other ti me and liquidated 
da mage require ments outlined in the S P  shall be processed utilizing the monetary values outline 
for approval o f  change orders represented by the value o f  da mages waived by the e xtension. 
Contract Day ti me e xtensions have no monetary value. 

A log o f  approved e xtensions shall be maintained by the DO in order to deter mine i f  any 
authority level has reached or e xceeded the ma xi mu m per mitted. In order to facilitate the logging 
o f  approved e xtensions , the last paragraph o f  the DO 's e xtension letter shall contain an ite mized 
state ment o f  the nu mber o f  days e xtended, whether they ar � for contract co mpletion or 
inter mediate co mpletion, and the a mount o f  potential da mages being waived. For e xa mple, the 
last paragraph may state so mething li ke: 

In view o f  the above reasons , the contract ti me is hereby e xtended as follows: 

Contract Co mpletion 8 cal days @ $1 50.00 = $1,200.00 

TO T A L  $1,200.00 

Additional in for mation may be included as necessary (dates, etc.) However, the above 
in for mation shall be clearly defined in order that a clerk may readily transfer the in for mation to 
the log. 

The days listed are the ma xi mu m cu mulative nu mber o f  days on each c ontract that may be 
approved as an e xtension. 

The following are e xa mples o f  the above policy: 

(a) For a contracts with SS liquidated da mages rates , the AE may grant e xtensions up to a 
cu mulative total o f2 5  contract days after the original co mpletion ti me. However, for a 
contract with S P  liquidated da mages rates o f $2 5,000.00/day, the ma xi mu m total nu mber 
o f  days per mitted to be authorized by the AE would be 4 based on the CO r ules. 

(b) Nor mally , liquidated da mage rates for inter mediate closure/opening or tra ffic 
restriction dates are outlined in the S P  and are substantially higher than SS rates for 
contract co mpletion. For this reason the CO monetary rules shall apply to these type ti me 
e xtensions base on the monetary value o f  the waived ti me. 

( c) On contracts with mi xed work day ti me and calendar date/day ti me, e xtensions may 
be granted in both categories provided the ma xi mu m days are not e xceeded. For e xa mple , 
on a contract with a work day contract co mpletion ti me and a calendar date opening ti me, 
the A E  may e xtend the work days up to I 0 and the calendar date up to 1 5  days provided 
the S P  liquidated da mages waiver for the opening ti me does not e xceed the CO approval 
level for the AE. This sa me principle applies to contracts with a calendar date contract 
co mpletion ti me and a calendar day inter mediate ti me. 

It is i mpossible to cover all situations in these instr uctions; there fore, the DO should request 
guidance f ro m  the C&C Division in questionable circ umstances. 

I f  the reviewing authority agrees that the contractor 's request for e xtension o f  ti me should be 
granted , in total or partially, in an a mount greater than can be granted at that particular level , the 
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en tire reques t shall be f orwarded to the ne xt higher level with an appropria te recon unenda tion. 
The lower au tho ri ty shall no t approve part of the e xtension and then reques t the higher level to 
approve the balance. The en tire reques t mus t be considered as a whole . However, if the lower 
au thori ty believes tha t  only part of the con trac tor 's reques t is jus ti fied , and tha t  amoun t is wi thin ( 
the level of au thori ty of the reviewer, tha t  level of au thori ty may respond to the con trac tor 
approving the smaller amoun t and denying the balance . If the con trac tor accep ts the decision , no 
further ac tion is required. If the con trac tor wishes to appeal the decision , the en tire reques t shall 
be forwarded to the ne xt higher au thori ty wi th appropria te reco nunenda tions . 

The following are e xamples of reasons for which time e xtensions may be approved. Also , for 
holidays , s trikes, and punch lis t time, the DO may suspend the time charges and are no t subjec t 
to the previous table provided tha t  there is proper documen ta tion available . 

(a) Holidays. The Depar tmen t may order the con trac tor to suspend work, ei ther wholly 
or in part, for a period of time f or certain holidays as se t ou t in Sec tion 108 of the SS. 

(b) Strikes. A suspension of time may be gran ted when the con trac tor is unable to work 
on the controlling opera tion for a t  leas t 50 % of the day wi th the normal working force 
because of a general labor s trike. The s trike mus t be an area wide, union sponsored , s trike 
agains t all or a group of con trac tors selec ted by the union. Workers in a non -s triking cra ft 
re fusing to cross picke t  lines shall be considered as s trike rela ted for which a suspension 
of time may be gran ted. Wildca t s trikes agains t a single con trac tor are the responsibili ty 
of the contrac tor involved, and no suspension or e xtension of time shall be gran ted under 
this paragraph. 

(c) Utilities . An e xtension of time may be gran ted when the con trac tor is unable to work 
on the con trolling opera tion f or a t  leas t 50 % of the day wi th the normal working force 
because of opera tions or inac tion of a u tili ty company or i ts represen ta tives associa ted 
wi th the removal or reloca tion of u tili ties on the projec t. 

( d) Change Orders. If the con trac tor reques ts an e xtension of con trac t time as a 
condi tion of agreemen t on Form IC 626 Change Order , the e xtension and Change Order 
shall be gran ted a t  the same level. The highes t au thori zed level to approve the change 
order or time e xtension shall be used to approve both. For e xample , if the change order 
normally could be app roved a t  the DO bu t the e xtension reques ted is ou tside the DD 's 
au thori ty, then the change order shall be submit ted to th e Chief, C&C Division for 
approval. Fu rther, if the Chief Engineer mus t approve the change or der then the Chief 
Engineer mus t also approve the time e xtension . An e xtension of time may be gran ted if i t  
is demonst ra ted tha t  the addi tional work a ffec ted the controlling opera tion and tha t  the 
normal e xtension for mone tary increase tha t may result is no t con unensura te wi th the 
ac tual time required to do the addi tional work. If the e xac t e xtension canno t be 
de termined a t  the time the change order is p rocessed, a sta temen t shall be made on the 
change order tha t  an e xtension will be considered a fter the work involved is comple ted. 
Upon de termina tion of an app ropria te e xtension , if required , the level indica ted by the 
schedule above may gran t the e xtension. 

( e) Punch List Time. All construc tion work on the contrac t shall be substa ntially 
comple te prior to preliminary final inspec tion. Only minor correc tive work and cleanup 
may remain to be done. Normally , time would no t be charged agains t the con trac t while 
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awaiting inspection an d thereafter. On wor k day contracts, days are si mply not charge d. 
However, on calen dar date contracts , the ti me continues until the date of last wor k or 

final inspection , whichever is later. 

On calen dar co mpletion date contracts, the DO may waive ti me after the construction 
wor k is substantially co mplete by co mpleting the Final Inspection Ti me Waiver on the 
bac k of For m IC 6 32, Co mpletion Date & Liqui date d Da mages Data. However , certain 
days may be e xclu de d  fro m the waiver. For e xa mple , the ti me allowe d for co mpletion of 

punch list wor k shall be five wor k days after the contractor is noti fie d  of the wor k to be 
done. If the contractor ta kes more than five days, the e xcess days shall be e xclu de d  fro m 
the waive d ti me .  Li kewise , the ti me allowe d for re moval of construction signs shall be 
five calen dar days a fter the contractor is noti fie d  that the signs may be re move d. If the 
contractor ta kes more than five calen dar days, the e xcess days shall be e xclu de d  fro m the 
ti me waive d. E xclusion of days for other reasons may also be ma de . All e xclusions shall 
be e xplaine d in the RE M ARKS section of the Waiver. 
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