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SECTION 012600 – CONTRACT MODIFICATION PROCEDURES 
Latest Update: 8/6/2026   

(A/E shall edit specifications and blue text in header to meet project requirements. This includes but is not limited to 
updating Equipment and/or Material Model Numbers indicated in the specifications and adding any additional 
specifications that may be required by the project. Remove text underlines and highlights) 

PART 1 - GENERAL 

1.1 SUMMARY 

A. This Section specifies administrative and procedural requirements for handling and 
processing contract modifications. 

1.2 CHANGE ORDER PROPOSAL REQUESTS 

A. University-Initiated Proposals: The University will issue a detailed description of 
proposed changes in the Work that require adjustment to the Contract Sum or Contract 
Time. If necessary, the description will include supplemental or revised Drawings and 
Specifications. 

1. Proposal requests issued by the University are for information only. Do not 
consider them as an instruction either to stop work in progress or to execute the 
proposed change. 

2. Within a mutually agreed upon time period, submit an estimate of cost necessary 
to execute the change to the University for review. 
a. Include a list of quantities of products required and unit costs, with the total 

amount of purchases to be made. Where requested, furnish survey data to 
substantiate quantities. Include required labor or unit costs, with totals for 
each labor category.  Include all credits for deleted work. 

b. Indicate applicable taxes, delivery charges, equipment rental, and amounts of 
trade discounts for new work. 

c. Provide credit for deleted work including applicable taxes, delivery charges, 
and equipment rental. 

d. Include a statement indicating the effect the proposed change in the Work 
will have on the Contract Time. 

B. Contractor-Initiated Proposals:  When latent or unforeseen conditions require 
modifications to the Contract, the Contractor may propose changes by submitting a 
request for a change to the University. 
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1. Outline the reasons for the change and the effect of the change on the Work.  
Provide a complete description of the proposed change.  Indicate the effect of the 
proposed change on the Contract Sum and Contract Time. 

2. List quantities of products required and unit costs, with the total amount of 
purchases to be made.  Where requested, furnish survey data to substantiate 
quantities. Include required labor or unit costs, with totals for each labor category.  
Include all credits for deleted work. 

3. Indicate applicable taxes, delivery charges, equipment rental, and amounts of trade 
discounts, for new work. 

4. Provide credit for deleted work including applicable taxes, delivery charges, and 
equipment rental. 

5. Submit Substitution Request if the proposed change requires substitution of one 
product or system for a specified product or system. 

C. Proposal Request Procedure: Submit request as directed by the University using the 
PMIS. 

1.3 UNIT PRICES  <DELETE IF PROJECT DOES NOT INCLUDE UNIT PRICES> 

A. Take measurements and compute quantities. Contractor will verify measurements and 
quantities. 

B. Unit Quantities:  Actual quantities supplied or placed in the Work determine payment. 

C. Final payment for Work governed by unit prices will be made on basis of actual 
measurements and quantities accepted by University multiplied by unit sum/price. 

D. Measurement of Quantities: 

1. Weigh Scales: Inspected, tested and certified by applicable Weights and Measures 
department within past year. 

2. Platform Scales: Of sufficient size and capacity to accommodate conveying 
vehicle. 

3. Metering Devices: Inspected, tested and certified by applicable State department. 
4. Measurement by Weight: Concrete reinforcing steel, rolled or formed steel or 

other metal shapes will be measured by handbook weights. Welded assemblies 
will be measured by handbook or scale weight. 

5. Measurement by Volume: Measured by cubic dimension using mean length, 
width 

6. and height or thickness. 
7. Measurement by Area: Measured by square dimension using mean length and 

width or radius. 
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8. Linear Measurement: Measured by linear dimension, at item centerline or mean 
chord. 

1.4 CHANGE ORDER APPROVAL 

A. The University will issue a contract amendment after review and approval of a change 
request.  

PART 2 - PRODUCTS (Not Applicable) 

PART 3 -  EXECUTION (Not Applicable) 

END OF SECTION 
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