			Best Practice Standard Work Sheet

	Best Practice:
	Standard Work - Change Order Request from Designer (Not on Call)

	Who:

	[bookmark: _GoBack]PM/Point of Contact (POC) or Procurement Officer
	Date:
	09/09/2016

	
	
	Revision:
	0

	Frequency
	Action
	Action Detail

	
	1
	PM receives a Design Change Notice (DCN) from A/E Firm
	 Designer distributes DCN to PM/POC

	
	2
	Procurement Officer and PM Review DCN Proposal and Negotiate
	(If Applicable) Discussions of scope and pricing revisions with  A/E firm and Contractor 

	
	3
	25% Memo 
	If Change Order estimated amount is 25% or greater of the original contract amount, then a 25% memo explaining the reason for the change sent for review/approval by the ADOA GSD Assistant Director.

	
	4
	Create Submittal for DCN in ProCore
	PM/POC:
· Agency POC conducts initial review of the DCN to make sure all the information is contained
· Click on Submittals Tab 
· Fill out the following fields ONLY:
· Title
· Type (Select “DCN”)
· Description
· Submittal Workflow
· Lead ADOA Building Inspector (David Doyle)
· Due By Date
· Distribution
· Add A/E to distribution
· Add Procurement Officer to distribution
· Lead Inspector/Statutory Review
· CMS

	
	5A
	Routes DCN for Approval through ProCore
	(ADOA) 
· PM emails through PROCORE,  LEAN Construction Committee the DCN proposal.
· After Review by LEAN Construction Committee, PM signs DCN and forwards to the Lead State Building Inspector for Statutory Review.
· After Stat Review,  the signed COR is forwarded to Procurement Officer or Contracts Management Specialist (CMS)

	
	5B
	
	(External Agency) 
· POC emails the DCN and backup documentation to the Lead State Building Inspector for Statutory Review through PROCORE
· After Stat Review, the signed DCN is forwarded back to the PM/POC of the agency.

	
	6
	Procurement Officer  or CMS Processes DCN in ProcureAZ
	1.1 Procurement Officer or CMS processes a change order against    master blanket contract to add line items and amounts to contract and uploads “Attachments” (See Change Order Process in ProcureAZ).
1.2 Procurement Officer or CMS emails final signed change order to    PM and advises to issue a release requisition for master blanket contract.

	
	7
	PM creates Release Requisition against Master Blanket Purchase Order 
	PM creates a release requisition in Procure AZ and “Attaches” documents emailed from Procurement Officer or Contracts Management Specialist into requisition 
(See Release Requisition Procedures ProcureAZ)

	
	8
	Procurement Officer Processes Purchase Order
	(See Master Blanket Purchase Order ProcureAZ)

	
	9
	PM enter Purchase Order information into Procore
	(See Standard Work- Project Setup (Pre-Construction))


Standard Work Sheet Format
