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• 4 years with L.F. Jennings

• Worked for 5 years in heavy civil/highway construction before 

moving into building construction

• Assisted on and managed projects including school 

playgrounds, bridge restoration, full depth roadway 

reconstruction, multifamily developments

• Processed millions of dollars in change orders on those 

projects



The purpose of this workshop

• Who likes change orders?

• Who expects that there will be change orders on their 
projects?

• Change orders are a fact of life in construction.

• When we can communicate the need for the change 
order and accurately portray the costs for the changes, 
companies are compensated fairly for the changed 
work.
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The purpose of this workshop

• The purpose of this workshop is:

– to learn how to clearly communicate the effects of 
changes on our jobs 

– to be paid fairly for those changes.
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First, the contract

• What does the GC’s contract with the Owner say?
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First, the contract
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• What does the GC’s contract with the Owner say?



First, the contract
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• What does the GC’s contract with the Owner say?
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First, the contract
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• What does the Subcontractor’s contract with the GC 
say?
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First, the contract
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• What does the Subcontractor’s contract with the GC 
say?
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The big picture and your role in it
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• There are many subcontractors on any given job

• There are many changes on any given job

• The GC needs to manage the change process to keep 
the job moving and get the subs paid

• The GC needs to be able to clearly communicate 
changes and cost/time impacts to the Owner

• Failure to provide timely change order information:

– Slows the project

– Prevents subs from being paid in a timely fashion

– May prevent you from being paid or paid fully for 
work that you will be obligated to perform



Preparing your Change Order

• Step one: Read the directions (Know your contract)

• Step two: Evaluate the change and perform your takeoff

• Step three: Spell out the change (Labor, material, 
equipment costs)

• Step four: Apply the correct markups

• Step five: Indicate whether a time extension is required

• Step six: Submit the change in a timely fashion 
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What about time?

• Time extensions can be as important as cost changes

• Make sure to evaluate the time impact of additional 
work

• If you do not request time increases, you may be 
required to finish the additional work in the original 
timeframe

• Time is money!
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What’s wrong with this picture?

• What do they not include?

• What do you notice about their change order forms?

• What else would you need to approve these change 
orders?
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Some good examples

• What do they include?

• What do you notice about their change order forms?

• What else would you need to approve these change 
orders?
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Recap
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• Follow the directions outlined in your contract

• Remember that the GC needs to get approval from others

• Process your change orders in a timely manner

• More detail helps get the change order approved

• Don’t forget about time impacts



Questions
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