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Fill out form on Kirkland Hall-Suite 411: Renovate Suite

To request
action from
someone
else on the
project.
Use Action
Item.

Description

Form used to request an action from another project team member. Response is requi he initiator of the form instance to dose

A Bulletin is a quick announcement from an official source about an important piece of news an a project.

Project Issue form is used to identify and communicate project i

es/changes that arise.

a document from the re

rapher Request is used rint or photoc rapher room.

used in the bidding phase of a project to clarify bid documents and specs

The Request for Shutdown form is used to request a utility shutdown for a limited period.

tal Package Cover Sheet is used to provide a caver sheet for a Submittal Package.

piece of communication.

Submittal Transmittal is used to provide the recipient with a brief description of the contents enclosed as part of a shipment

Substantial Completion can be used by a Contractor to certify that the substantial work has been completed on a construction project in accordance with the contract documents and only minor items

remain,

A Transmittal Cover Sheet accompanies a larger item, usually a document. It provides the recipient with a specific context in whi
permanent recard of having sent the material.

The Back-Charge Notification (BCN) is to be submitted to the General C
be used by the Contractor to address back charge claims amongst Subc
Quality Control Motice, and/or Construction Change Directive.

he Owner formally placing the General Cantractor an
ntractors. The origins of a potential back charge can be associated

Budget Change Approval form is used to receive approval for a budget increase.

A Change Order (CO) is work that is add

r deleted from the ork of a contract,

ction Change Directive (CCD) is an alternate mechanism for directing the contractor to perform additional v
the cwner and contractor performing the work.

it to complete th

Field Order is issued for work less than §5,000 that needs to commence without delay. It is meant

The Potential Change Order (PCO} is to ed to the Owner by General Contractor with a detailed cosf

reviewing the COR and either accepting the claim

breakdown and supporting d

nge Order to the General Cantractor or rejecting the claim as included in the General Contrac

nce of a (
Expense Report Approval form is used to route expense reports for approval.

Vacation Request form is used ta route vacation request for approval.

New Project Request form is used to request 3

Mew User Request is used to gather prudent information to add a new user to e-Builder.

to place the larger decument and simultaneously gives the sender a
otice that a back charge claim is

h but is not limitad to a Non-Conformance Motice,

hich alters the original contract amount and/or completion date.

to the contract when time andfor cost of the work is not in agreement between

tractor’s Notification of Change form is used by the Contractor to request a change in scope due to different site conditions, extra wark, or other events which may affect the contractar's time and

provide directive to start work when comprehensive pricing is not available.

mentation. The

Cancel

ending. The BCN can also

eris responsible for
s base work scope.
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