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Approved by Funding Agency (if applicable):

____________________________________________________________ Date: 

Change Order
Instructions

A. GENERAL INFORMATION

This document was developed to provide a uniform format for handling contract changes that affect 
Contract Price or Contract Times. Changes that have been initiated by a Work Change Directive must be 
incorporated into a subsequent Change Order if they affect Price or Times.

Changes that affect Contract Price or Contract Times should be promptly covered by a Change Order. The 
practice of accumulating Change Orders to reduce the administrative burden may lead to unnecessary 
disputes.

If Milestones have been listed in the Agreement, any effect of a Change Order thereon should be addressed.

For supplemental instructions and minor changes not involving a change in the Contract Price or Contract 
Times, a Field Order should be used.

B. COMPLETING THE CHANGE ORDER FORM

Engineer normally initiates the form, including a description of the changes involved and attachments based 
upon documents and proposals submitted by Contractor, or requests from Owner, or both.

Once Engineer has completed and signed the form, all copies should be sent to Owner or Contractor for 
approval, depending on whether the Change Order is a true order to the Contractor or the formalization of a 
negotiated agreement for a previously performed change. After approval by one contracting party, all copies 
should be sent to the other party for approval. Engineer should make distribution of executed copies after 
approval by both parties.

If a change only applies to price or to times, cross out the part of the tabulation that does not apply.
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Sidney Neilsen-Halvorsen Addition Sewer Rehabilitation

Contract Time Change Recommendation Summary

Description Days

Exploratory Excavation - Monday, June 20 through Thursday June 24 4

Additional Days to complete WCD #1 4

Weekend Days 2

SUBTOTAL 10



 

 
 
 
 
 

 
May 13, 2022 
 
Dillon Clause 
Western Municipal Construction, Inc. 
5855 Elysian Road 
Billings, MT 59101 
 
RE:  Request for Additional Contract Days 
 
Dillon, 
 
We have received your request for additional contract time. Twelve calendar days of contract 
time have been requested due to the delay in receiving the utility occupancy permit from MDT. 
Five calendar days of time have been requested due to rainy weather. 
 
Project Progress Summary 
 
Morrison-Maierle accommodated Western’s schedule changes due to the weather. The original 
Notice to Proceed for the project was requested by Western for April 18, 2022. The Notice was 
signed for this date, but spring storms caused Western to ask to have this date extended. The 
date was then changed to April 25, 2022, but then again it was requested by Western to push 
back this date due to weather. On April 21, 2022, Morrison-Maierle staff engineer, Brad 
Heimbigner, emailed a Notice to Proceed with a requested date of May 2, 2022 to Western for 
review and signature. That was then modified at Western’s request for April 27, 2022. Kyle 
Muck, with Morrison-Maierle, began full-time resident project representative duties in Sidney at 
this time. 
 
At the April 25th construction progress meeting, Western indicated that not having yet received 
the MDT permit was not an issue as it was planned to begin work mid-street on 10th at MH 327 
and proceed down the alley to start. Western’s crew worked on April 27th unloading and staging 
project materials. At the end of this day, the superintendent informed Kyle that they planned to 
work on April 28th, but not on the 29th, due to anticipated weather. Western did not inform Kyle 
until the morning of April 28th that the crew had left for the weekend. Kyle stayed in Sidney over 
the weekend in anticipation of a Monday, May 2nd, start. 
 
Western’s crew worked on Monday, May 2nd, completing milling of the areas to be disturbed and 
relocating materials to the designated staging areas. On May 3rd, the crew completed this work. 
Kyle showed up on-site the morning of Wednesday, May 4th, but Western was no longer on-site. 
Kyle called Western’s superintendent who indicated they were stopping work until Monday, May 
9th, as Western changed their project plan and schedule to start work in the MDT right-of-way. 
Kyle returned to his home office later that day. 
 
The MDT permit was received on May 5th, and Western began work in the MDT right-of-way on 
Monday, May 9th. Western’s crew worked through Tuesday, May 11th, before stopping due to 
upcoming rainy weather. Kyle has remained in Sidney due to travel time and distance in 
anticipation of work resuming on Monday, May 16th. He has continued to coordinate with the 
City of Sidney and Western regarding storm drainage and traffic control while in town. 



 
 

 
As Western requested a start date of April 27th and stated that they were planning to start in an 
area not affected by the status of the MDT permit, Morrison-Maierle was obligated to have an 
RPR on-site full-time since that time. As stated above, Western did not communicate schedule 
changes often until after the fact and no work stoppages were formally requested.  
 
Additional Contract Days due to MDT Permit Delay 
 
However, as Morrison-Maierle’s RPR was not on-site from May 4th through May 8th due to prior 
notification from Western related to the schedule, Morrison-Maierle can retroactively grant a 
work shutdown for those days. Morrison-Maierle can also retroactively grant a work shutdown 
for April 28th and April 29th. These retroactive shutdowns will allow an additional seven days for 
contract time. A change order will be prepared and recommended for approval to the Owner for 
these seven additional days. 
 
Additional Contract Days due to Adverse Weather 
 
Adverse weather is discussed in Section 00910 1.1.2 of the specifications. From this Section: 
 

Contractor shall schedule the work to be completed within the contract time stipulated in 
the Agreement. Contractor’s progress schedule shall include an allowance for time lost 
due to adverse weather. “Adverse weather” is defined as atmospheric conditions at a 
definite time and place that are unfavorable to construction activities. 
 
Adverse weather occurrences will not constitute justification for an extension of contract 
time unless it can be shown due to unusual occurrences of the northeastern portion of 
the state of Montana. 

 
The weather that occurred on May 11th and May 12th was not shown to be unusual for Sidney, 
Montana, therefore, contract time shall not be extended. 
 
Summary 
 
A change order will be prepared and recommended for approval to the Owner for seven 
additional days. Please let us know if you have any additional questions or concerns. 
 
Sincerely, 
 
 
Laura Gundlach, P.E. 
Project Manager 
 
Cc by email: Jeff Hintz, City of Sidney  
  Kyle Muck, Morrison-Maierle 
 
 


