C-1300

 Design Modifications



1.0   Purpose and Definition

This work instruction describes the process for handling and implementing a design modification (change order).  In the leased facilities, the lessor is the contractor for the design efforts.

2.0   Process Description

2.1       The customer, contractor, or other party submits a written request to the PO for a change to the design project.  If this design modification or the total of design modifications with this modification changes the Schedule or Budget of project beyond five percent of original planned budget and schedule PO supervisor together with ORF management shall provide written approval for the design change modification.
2.2 The PO reviews the proposed change for its merits and determines whether it is required. If the requested change is required, the PO determines whether the existing contract can be modified to accommodate the change. If the requested change is outside the scope of the project a new contract is needed unless a Justification for Other than Full and Open Competition is provided.

2.3
 If the requested change can be handled by modifying the existing contract, the PO prepares the RFCA and submits it to procurement.  The RFCA includes the following:

· Government Estimate 

· SOW 

· A brief description of why a change is necessary (unforeseen site conditions, program change, impact of other construction project, etc)

· RFCA Memorandum including RQM (funding authorization) per C-700.

2.4       The PO identifies the appropriate modification process.

2.4.1 Emergency Change.  If the change is an emergency, or is time-critical, the PO notifies the CO, and the CO makes a unilateral modification to the contract.

2.4.2    Not Emergency/ Not Substantial Change.  If the change is not an emergency, and is not substantial, the PO initiates unilateral/bilateral modification process.

2.4.2a  The PO notifies the CO, and the CO requests a cost proposal from the contractor.

2.4.2b  The contractor submits the proposal to the CO.

2.4.2c  The CO forwards the proposal to the PO.

2.4.2d  The PO evaluates the proposed change and prepares a pre-negotiation position.

2.4.2e  The PO and CO hold the negotiation meeting with the contractor; the CO documents the negotiations.

2.4.2f   If an agreement on the price is not reached, the CO makes a may make a unilateral modification to the contract (or a SLA to the lease in case of leased facilities) or seek other alternatives.

2.4.2g  If the PO, CO, and contractor agree on the price, the CO makes a bilateral modification to the contract (or a SLA to the lease in case of leased facilities).

2.4.3    Not Emergency/ Substantial Change.  If the change is not an emergency but is substantial, the PO initiates RFP modification process; substantial changes typically result from changes in program requirements.

2.4.3a  The PO and CO prepare the solicitation and forward it to the contractor.

2.4.3b  The contractor submits the proposal to the CO.

2.4.3c  The CO forwards the proposal to the PO.

2.4.3d  The PO evaluates the proposal to determine if it is valid. If the proposal is not valid, the PO returns proposal to the contractor for revisions.

2.4.3e  If the proposal is valid, the PO prepares a pre-negotiation position.

2.4.3f   The PO and CO hold the negotiation meeting with the contractor; the CO documents the negotiations.

2.4.3.g  If an agreement on the price is not reached, the CO may make a unilateral modification to the contract (or a SLA to the lease in case of leased facilities) or seek other alternatives.2.4.3h  When agreement is reached, the CO modifies the existing contract accordingly (or a SLA to the lease in case of leased facilities).

2.5 
After negotiations, CO will take action regarding issuance of the modifications to the contract.    

2.5.1   If an agreement on the price is not reached, the CO makes a may make a unilateral modification to the contract (or a SLA to the lease in case of leased facilities) or seek other alternatives.

2.5.2  If the PO, CO, and contractor agree on the price, the CO makes a bilateral modification to the contract (or a SLA to the lease in case of leased facilities).

2.6       The Change Order Number shall be shown in funding request memorandum. 

5.0 Related Procedure

C-700 Contract Funding

6.0 Relevant Documents

Federal Acquisition Regulation

JOFOC Manual

7.0
Records

Approval of PO supervisor and Management – If applicable
Scope of Work

Independent Government Cost Estimate

Funding document

Fee Proposal

Technical Evaluation

Record of Negotiation – If applicable

Record of Contract Action Award


