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	CHANGE NOTICE CHECKLIST
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	                   CONTRACT CHANGE NOTICE CHECKLIST
	



ENTITY: [INSERT ENTITY NAME]



PROJECT NO.
[INSERT PROJECT NO]

Contract Number: [INSERT CONTRACT NO.]
Contractor:  [INSERT CONTRACTOR NAME]
Contract Scope:  _________________________________________________________________

	1. 
	Verify that changed work is not actually part of original contract scope. 
	YES
	NO

	
	Comments: 




	
	

	2. 
	Change Notices are accurately entered in Change Notice Log.
	YES
	NO

	
	Comments: 




	
	

	3. 
	Change Notice documentation is sufficiently clear to minimize contractor questions and uncertainty.
	YES
	NO

	
	Comments: 




	
	

	4. 
	Change Notices have initiated cost commitment changes, if necessary, and proper approvals have been obtained.
	YES
	NO

	
	Comments: 




	
	

	5. 
	Cost and schedule impacts of Change Notices have been identified.  If no cost changes, this, too, has been noted.
	YES
	NO

	
	Comments: 




	
	

	6. 
	Verify contractor's cost records for changes. 
	YES
	NO

	
	Comments: 




	
	

	7. 
	Both parties have signed the Change Notice
	YES
	NO

	
	Comments: 




	
	

	8. 
	Verify that the Change Notice (if it is a directed change) have been approved and signed by someone with appropriate delegated authority.


	YES
	NO

	
	Comments: 
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