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Step 1:
Potential change identified

Types of Change:
 Scope (materials/

design/aesthetics and/
or time/labor)

 Schedule
 Budget

Step 2:
Time sensitive 

change?

Yes

No

Step 4:
Develop solution 
with appropriate 

resources and 
technical 

professionals 

Step 6:
Implement 

change?

Step 8:
Information about 
critical change to 

project

Step 5:
Consultation for 
critical change

Step 7:
Issue Field 

Directive (if 
urgent) and 
Initiate RFI, 

including 
suggestions 
for solutions

Yes

Step 10:
Research/

investigate/answer

Step 17:
Costs 

reviewed 

Step 18:
Complete 

negotiation:
modifications 
contingency 

funding source

Step 26:
Approved and 

funded?

No

Step 22:
Within project 

budget?

Step 23:  - Use contingency 
or fill out Client Project 

Scope and Budget Change 
Authorization (FM-102)  

Funding Process

Step 25:
 Fill out Vendor 
Change Order  

(FM-106)

Step 24:
Within vendor 
specification?

No

Yes

No

Change affects cost

Step 15:
Review and 

revise bulletin 
with involved 

parties

Yes

Step 19:
Review and 

revise 
bulletin 

with 
involved 
parties

No and revise
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Provide 
input as 
required

Step 12:
provide 
input as 
required

Step 16:
Complete 

pricing and 
estimate

Yes

Step 27:
Document 
in change 

log
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Step 29:
Communicate 

change and 
return to 
initiating 

phase

Yes
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Step 30:
Develop alternative 

solutions (or END if change 
or project no longer 

pursued) 

Step 3: 
Discuss issue with 
CM to understand 

situation, 
alternatives, 

estimated costs and 
impact to 

construction 

Step 13:
Answer RFI and 

develop 
bulletin/

description of 
change

Step 11:  
Document in 
change log

Step 14:
Bulletin 

developed Step 20:
CM Change 

Documentation is 
filled out by vendor

Attach signed to FM-106

No change

Change does not affect cost

Step 28:
Purchasing sends 
signed CM change 

documentation with 
contract

No and discard

Step 21:
Approve 
change?

Approval if change
meets approval
requirements

Yes

No


