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A Change Order is the only contractual vehicle that can change the time or sum of an AIA Contract. The official Change Order form, recognized by the American Institute of 
Architects, is the "AIA Document G701-2017". This form is to be used to amend the Owner/Contractor Agreement. Please note that some client organizations will want GHC to 
use their own Change Order forms that are different than G701-2017 (for example FP&C and LSU have in-house prepared forms for their contracts). Always check with the 
Project Manager to determine which form is to be utilized. 

The G701-2017 has certain components that need to be incorporated so that it can be executed. They are as follows:

The form should be dated and numbered so that it can be properly tracked during construction administration

The form allows for an itemized listing of changes and a place for a description of each change. 

It contains areas that indicated the monetary amount of the change order, the original contract sum, the amount of previous change orders, and the new contract sum. All of 
these items have to be researched and verified before executing the change order. 

The Contractor, Architect, and Owner all sign the G701 in order to finalize and execute the document. 

Only certain employees within GHC are able to access and utilize the AIA Contract Documents Software (Cantina). When a Change Order document is needed, use the link below 
and fill out the applicable information. The Administration team will generate the document and contact the Project Manager with any additional questions. 

Change Order Request Form

Below depicts basic nomenclature of the AIA G701-2017:

https://wkf.ms/3Slcu6q
https://milo.grace-design.com/employee/8021e62e-52f2-4da9-88c3-294806aaaa8c/andrea-bowman
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Centerline

Once a Change Order is fully executed it should uploaded and distributed through Centerline. Follow the instructions below:

1.  Change Orders can be found in the Change Orders section of the Construction module in Centerline. A dashboard houses all Change Orders and displays the following 
information: Change Order #, Title, Description, the Impact to Cost, the Impact to Time, and the date is was Posted. The main page also displays a table with cumulative 
information to summarize the status of all the change orders.
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2.  Click the blue "Create" button and fill out the information for the Change Order #, title, a brief description of the contents, the cost change included in this change order, and the 
time change included in the change order. 

3.  Click the "Upload" button to attach a single file as the packaged Change Order.

4.  Click the blue "Define Notification List" and select a predetermined Change Order notification group or create one for consistent distribution of future Change Orders on your 
project. Click the green "Save Changes" once complete.

5.  Click the blue "Associate Existing Documents" button to cross-reference the Potential Change Orders associated with this Change Order. Click the blue "Done" button once 
complete.

6.  Click the blue "Create" button to save the information and upload into Centerline.

7.  The dashboard will automatically refresh and the table with update with the current information.


