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The ITD 2317, Record of Change Order Authorization, must be completed and approved, including FHWA concurrence, before beginning the work, as specified in Contract Administration Manual Subsection 104.02.

The electronic version is in Microsoft Word.  The cells already containing text are locked and cannot be modified.  Access the cells and checkboxes to be filled in by tabbing.

1. The date required in the upper portion of the form is the date the ITD 2317 is filled in, not the date of authorization by the approval authority.

2. The project number is the lead one assigned.

3. The key number is the lead one assigned.

4. The change order number is filled in as specified in the Contract Administration Manual.

5. The location is the one described on the contract cover.

6. The individual requesting the change is recorded in "Requested By". This may be ITD or Contractor personnel.  When a change is requested by the Contractor, ITD 2884, Contractor Request for Change, shall be sent along with the ITD 2317 submittal.

7. The "Date Authorized by Approval Authority" is the date the extra work is authorized to proceed.  Approval authority is shown in Contract Administration Manual Subsection 104.02.  The date work is to start shall not be before the date of authorization by the approval authority.

8. The date work is to start must be a specific date.  If the date is an estimated one, then record the date followed by "(est.)".  For example, use 4/1/01 (est.).  Dates listed as Immediately, In-Progress, Completed, etc., are not acceptable.

9. The total estimated change must be filled in along with marking either the plus (+) or minus (–) box.  If the change order is no cost, then the words "No Cost" must be entered without marking either box.

10. The "Consulted With" portion is completed in accordance with Contract Administration Manual Subsection 104.02.  Record the date and mark the appropriate concurrence.

11. One of the responses for "Time Adjustment" must be marked. All changes in contract time must have documented justification.

12. All agreed prices and lump-sum items must have documented justification to verify that prices are reasonable.
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