To:

CITY OF RICHMOND

INTRACITY CORRESPONDENCE

All Agency Directors

From:  Eric R. Mens, CPP, CPPM gﬂ“—

Director, Procurement of Services

Date: January 23, 2009

Subject:  Policy No. 36, Construction Change Orders

1.

Purchasing Policies and Procedures Manual dated 09-01-02 is out of date and needs
substantial revision to bring the Manual into compliance with applicable State and City
Codes and to incorporate current policies and procedures. Until the Manual is rewritten,
updated, coordinated, and re-issued in its entirety, interim changes in procurement
policies and procedures will be implemented through Memorandum issued to City
Agencies and Departments. The attached Policy No. 36 replaces in its entirety the policy
currently contained in Purchasing Policies and Procedures Manual dated 09-01-02 and
related guidance published in the Procurement Tool Kit (Agency Desktop Toolkit 2006)
which is posted on the Department of Finance’s intranet site.

Policy Number 36, based, in part on City Code § 74-63, significantly revises the

Purchasing Policies and Procedures Manual to provide detailed policies and procedures

governing Construction Change Orders. Major changes include but are not limited to:

(a) Clarifying the statutory requirement for advance written approval of the Chief
Administrative Officer by permitting e-mail requests for and approval of Change Orders that
would increase the amount to be expended under a fixed-price contract in an amount in
excess of $100,000.00 in the aggregate (§ 36-5.1);

(b) Providing format requirements for e-mail requests for approval (§ 36-6.2);

(c) Establishing a Change Order ceiling of 25 percent of the original contract value (§ 36-6.10);

(d) Authorizing the use of Field Change Orders in limited situations (§ 36-6.6, § 36-6.7, and §
36-7.0);

(e) Defining the Change Order process (§ 36-8.0); and
(f) Delineating specific departmental and personnel responsibilities(§ 36-9.0).
Policy No. 36 will be posted on the Procurement Department’s intranet and internet sites.

Training will be scheduled as needed. This Policy has been developed with Agency
input, coordinated with the City Attorney’s Office, and is effective January 30, 2009.






