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Request for Clarification (RFC) 
Alberta Transportation & Economic Corridors Bridge Construction Administration Change Management 


Intended Use 


The Request for Clarification (RFC) process is initiated by the Contractor and is used for formal communication with 
the Consultant to seek clarification, additional information, and/or direction related to a contract document or 
requirement, within the scope of the Contract.  An RFC cannot be used to process Extra Work or change the Contract, 
including cost, schedule or other impacts. 


The use of the construction change management process and its associated form templates requires collaboration, 
communication and judgement within the project team to determine the process most suitable for each 
circumstance, which can vary between projects. 


Examples of where a RFC would typically be used include: 


• Determine equivalency of CSA/ASTM standards.
• Determine equivalency of metric/imperial material substitutions.
• Determine equivalency of product or material substitutions.
• Resolve minor dimensional inconsistencies on the Drawings.
• Clarify the meaning or intent of clauses in the Special Provisions.
• Interpretation of a standard specification requirement to a project specific condition.


Instructions for Use 


A process workflow map is provided to illustrate the typical sequence of steps in the RFC process, including 
identification of the party responsible for each step, and should be referenced as necessary throughout the process. 


The RFC form shall be completed comprehensively to support timely and accurate communication, evaluation and 
documentation of the clarification.  Contract document references, photographs, sketches, technical data sheets, 
inspection reports, and other supporting information shall be included, as applicable.  If additional space for 
responses or supporting information is required than can be accommodated by the form, they can be included as 
attachments. 


If revisions are required during completion of the RFC process, a new version of the form should be issued along 
with sequential revision numbering to track its development.   


Signature fields not required are to be crossed out or marked N/A. 


A RFC is generated by the Contractor and submitted to the Consultant for review.  The Consultant reviews the RFC 
(in consultation with the Department where required) and provides a response/clarification on requests that are 
determined within the scope of the Contract.  If an RFC is determined to be a change to the Contract, then the RFC 
process is completed and a Contract Variance Request (CVR) or Contemplated Change Notice (CCN) process is 
initiated.  Guidance on when the Consultant should involve the Department should be discussed during the project 
pre-commencement or pre-construction meetings. 


Process Timelines 


RFC process timelines should generally be in accordance with the date which the Contractor has indicated on the 
form, provided the date requested is reasonable.  The Contractor also has the option to indicate that an RFC is a 
high 
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priority, which should be used appropriately and reasonably.  Initial response timelines will vary (typically 1 to 7 
days) but could be longer based on complexity and level of review required. 


Lines of communication and expectations for the submission, review and processing of Construction Change 
Management forms should be discussed during the preconstruction meeting.   If items are identified during the 
project which require expedited resolution to avoid safety, cost, schedule, or other time sensitive impacts, they shall 
be brought to the attention of all parties as soon as possible.  The project team shall then work collaboratively to 
determine a path forward, establishing expedited timelines to minimize the associated impact(s).  


Result of Use 


The use of the RFC process will result in one of the following outcomes: 


• There is no change to the Contract as determined by the Consultant/Department and a
response/clarification is provided to the Contractor.


• There is a potential change to the Contract as determined by the Consultant/Department and the
Contemplated Change Notice (CCN) or Contract Variance Request (CVR) process is initiated.


Contact 


For more information or feedback on bridge construction administration change management processes please 
contact the project management office at: 


tec.cm-pmo@gov.ab.ca 


The change management process reference material provided above is not required to be 
included with the following process form as part of project transmittals/submissions. 
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Project Details 
Contract Number Bridge File 


Contractor 


RFC Information 
Subject 


RFC Number Revision Number Creation Date High Priority 


Contract Reference Documents (if applicable) 
Standard Specification Section Number(s) Drawing Number(s) Special Provision Section Number(s) 


Request for Clarification Details (attach supporting documents as required) 


Attached Document(s): 
(Document Name – Description) 


Contractor Representative (Print Name) Signature & Date 


Consultant


Requested Response Date


Yes


Bridge Name/Project Description  
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Consultant Response (attach supporting documents as required) 
CVR Required? CVR Number CCN Required? CCN Number 


Attached Document(s): 
(Document Name – Description) 


Consultant Representative (Print Name) Signature & Date 


NoYes Yes No
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		RFC Process Commentary

		RFC Process Map

		RFC Project Form Template



		Bridge File: BF00000-0

		Project Description: Highway ## over ABCDE River, ## km NW of Town FGH

		Contractor: 

		Consultant: 

		RFC Subject: 

		RFC Number: RFC000

		Revision Number: 0

		Creation Date: YYYY-MM-DD

		Contract Number: CON0000000

		Requested Response Dt: YYYY-MM-DD

		High Priority Chkbx: Off

		Standard Specification: 

		Drawing Numbers: 

		Special Provision Numbers: 

		RFC Details: 

		RFC Attached Details 1: 

		Contractor Printed Name: 

		Consultant Printed Name: 

		RFC Consultant Response: 

		RFC Attached Details 2: 

		CVR Required Yes Chkbx: Off

		CVR Required No Chkbx: Off

		CVR Number: CVR000

		CCN Number: CCN000

		CCN Required Yes Chkbx: Off

		CCN Required No Chkbx: Off

		NumberLabel: RFC000 - Rev.0








Site Instruction (SI) 
Alberta Transportation & Economic Corridors Bridge Construction Administration Change Management 


Appendix C.a02 - November 2025 


Intended Use 


The Site Instruction (SI) process is initiated by the Consultant and is used for formal communication with the 
Contractor to provide clarification, additional information, and/or direction related to a contract document or 
requirement, within the scope of the Contract.  An SI cannot be used to process Extra Work or change the Contract, 
including cost, schedule or other impacts.  If the Consultant determines the communication will include a contract 
change, the Contemplated Change Notice (CCN) process shall be utilized. 


The use of the construction change management process and its associated form templates requires collaboration, 
communication and judgement within the project team to determine the process most suitable for each 
circumstance, which can vary between projects. 


Examples of where a SI would typically be used include: 


• Make minor changes to dimensions or details on the Drawings prior to the affected work starting.
• Clarify the meaning or intent of Contract documents (Drawings, Special Provisions, etc.).
• Clarify the interaction of the various contract documents with respect to specific details.


Instructions for Use 


A process workflow map is provided to illustrate the typical sequence of steps in the SI process, including 
identification of the party responsible for each step, and should be referenced as necessary throughout the process. 


The SI form shall be completed comprehensively to support timely and accurate communication, evaluation and 
documentation of the instruction.  Contract document references, photographs, sketches, technical data sheets, 
inspection reports, and other supporting information shall be included as applicable.  If additional space for 
responses or supporting information is required than can be accommodated by the form, they can be included as 
attachments. 


If revisions are required during completion of the SI process, a new version of the form should be issued along with 
sequential revision numbering to track its development.   


Signature fields not required are to be crossed out or marked N/A. 


A SI is generated by the Consultant and provided to the Contractor for review.  The Contractor reviews the SI and 
provides a response, including whether a Contemplated Change Notice (CCN) is requested based on their 
determination of a potential change to the Contract.  If a CCN is not requested, the Consultant reviews the 
Contractor’s response and provides a response to complete the SI process. 


If the Contractor requests a CCN be generated by the Consultant due to a potential change to the Contract, 
justification and supporting documentation for the potential change shall be included in their response.  The 
Consultant, in consultation with the Department, will evaluate the justification and supporting documentation and 
provide a response.  This review may, at the discretion of the Consultant and Department, involve a Tri-Party 
Meeting.  If the Consultant, in consultation with the Department, determines that there is no change to the Contract, 
the Contractor shall proceed in accordance with the SI.  The Contractor may pursue the matter further through the 
Claim and Dispute Resolution process, if required. 
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Process Timelines 


SI process timelines should generally be in accordance with the date which the Consultant has indicated on the form, 
provided the date requested is reasonable.  The Consultant also has the option to indicate that an SI is a high priority, 
which should be used appropriately and reasonably.  Initial response timelines will vary (typically 1 to 7 days) but 
could be longer based on complexity and level of review required. 


Lines of communication and expectations for the submission, review and processing of Construction Change 
Management forms should be discussed during the preconstruction meeting.   If items are identified during the 
project which require expedited resolution to avoid safety, cost, schedule, or other time sensitive impacts, they shall 
be brought to the attention of all parties as soon as possible.  The project team shall then work collaboratively to 
determine a path forward, establishing expedited timelines to minimize the associated impact(s).  


Result of Use 


The use of the SI process will result in one of the following outcomes: 


• If the Contractor indicates no change to the Contract is required (a CCN is not requested in their response),
the Consultant reviews the Contractor’s response and the SI process is complete.


• If the Contractor indicates a potential change to the Contract is required (a CCN is requested in their
response), the Consultant/Department reviews the request for a CCN and determines:


o A change to the Contract is required and the CCN process is initiated by the Consultant; or
o No change to the Contract is required and the SI process is completed (the Contractor may proceed


to the claim and dispute resolution process, if required).


Contact 


For more information or feedback on bridge construction administration change management processes please 
contact the project management office at: 


tec.cm-pmo@gov.ab.ca 


The change management process reference material provided above is not required to be 
included with the following process form as part of project transmittals/submissions. 
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Project Details 
Contract Number Bridge File 


Contractor 


Bridge Name/Project Description  


SI Information 
Subject 


SI Number Revision Number Creation Date High Priority Requested Response Date 


Contract Reference Documents (if applicable) 
Standard Specification Section Number(s) Drawing Number(s) Special Provision Section Number(s) 


Site Instruction Details (attach supporting documents as required) 


Attached Document(s): 
(Document Name - Description) 


Consultant Representative (Print Name) Signature & Date 


Consultant 


Yes
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Contractor Response (attach supporting documents as required) 
CCN Requested? 


Attached Document(s): 
(Document Name - Description) 


Contractor Representative (Print Name) Signature & Date 


NoYes
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Site Instruction (SI) 
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Consultant Response (attach supporting documents as required) 
CCN Required? CCN Number 


Consultant Representative (Print Name) Signature & Date 


Yes No


Attached Document(s): 
(Document Name - Description) 
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		SI Process Commentary

		SI Process Map

		SI Project Form Template



		Bridge File: BF00000-0

		Project Description: Highway ## over ABCDE River, ## km NW of Town FGH

		Contractor: 

		Consultant: 

		Contract Number: CON0000000

		SI Subject: 

		SI Number: SI000 

		Revision Number: 0

		Creation Date: YYYY-MM-DD

		Requested Response Date: YYYY-MM-DD

		High Priority Chkbx: Off

		Standard Spec Numbers: 

		Drawing Numbers: 

		Special Provision Numbers: 

		Consultant Printed Name 1: 

		SI Details: 

		SI Attached Details 1: 

		CCN Requested Yes Chkbx: Off

		CCN Requested No Chkbx: Off

		SI Contractor Response: 

		SI Attached Details 2: 

		Contractor Printed Name 1: 

		NumberLabel: SI000  - Rev.0

		CCN Required Yes Chkbx: Off

		CCN Required No Chkbx: Off

		CCN Number: CCN000

		SI Consultant Response: 

		SI Attached Details 3: 

		Consultant Printed Name 2: 








Quality Surveillance Report (QSR) 
Alberta Transportation & Economic Corridors Bridge Construction Administration Change Management 


Appendix C.a03 - November 2025 


Intended Use 


The Quality Surveillance Report (QSR) process can be initiated by any party and is used to inform another party of a 
concern that a non-conformance is likely to occur unless corrective action is taken.  The concern can be related to 
quality, schedule, safety, environment, or any other concern related to contractual requirements identified during 
the execution of the work.  The QSR process is intended to formally communicate a concern that, after initial 
communication, is not being adequately addressed in the opinion of the initiator and the risk of non-conformance 
occurring is increased as a result.  The QSR is to be issued in a timely manner, such that prompt corrective action can 
be taken to prevent the occurrence of the non-conformance.  Note that the QSR process needs to be initiated prior 
to the occurrence of a non-conformance; if the non-conformance has already occurred, the NCR process is to be 
initiated. 


The review by the Consultant for conformance with the Contract which occurs as part of the QSR process shall not 
relieve the Contractor of their contractual obligations or limit the Consultant or Department from identifying and 
requiring correction of non-conforming work that is subsequently identified. 


The use of the construction change management process and its associated form templates requires collaboration, 
communication and judgement within the project team to determine the process most suitable for each 
circumstance, which can vary between projects. 


Examples of where a QSR would typically be used include: 


• Planned use of products or materials that do not meet Contract requirements.
• Anticipation that a witness point or hold point will not be met
• Identification of a potential defect that requires additional level of inspection/testing effort to accurately


assess/evaluate.
• Excavation/backfill procedures that could lead to environmental impact of a watercourse.
• Installation of temporary works that have the potential to damage adjacent structures.


Instructions for Use 


A process workflow map is provided to illustrate the typical sequence of steps in the QSR process, including 
identification of the party responsible for each step, and should be referenced as necessary throughout the process. 


The QSR form shall be completed comprehensively to support timely and accurate communication, evaluation and 
documentation of the observation.  Contract document references, photographs, sketches, technical data sheets, 
inspection reports, and other supporting information shall be included, as applicable.  If additional space for 
responses or supporting information is required than can be accommodated by the form, they can be included as 
attachments.   


If revisions are required during completion of the QSR process, a new version of the form should be issued along 
with sequential revision numbering to track its development. 


Signature fields not required are to be crossed out or marked N/A. 


Evaluation of the consequences of the potential non-conformance must be considered in the context of potential 
quality, safety, and/or environmental project impacts.  If the potential impacts are determined to be substantial, 
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immediate or irreversible, the Consultant, in consultation with the Department, will issue a temporary suspension 
of work such that the non-conformance will not occur.  If the potential impacts are determined to be less substantial 
and/or reversible, the QSR process shall be used. 


The QSR process occurs in two parts: 


Part 1: Observation and Response (prior to completion of the work) 
• The Observer identifies and documents a potential non-conforming aspect of the work.
• The Consultant, in consultation with the Department, evaluates if a temporary suspension of the work is


required.
• The Contractor responds prior to completing the work.


Part 2: Resolution (after completion of the work) 
• The Consultant documents the action taken by the Contractor to address the concern and potential


non-conformance and reviews the completed work for conformance with the Contract.
o If the work was completed in conformance with the Contract the QSR process is completed.
o If the work was not completed in conformance with the Contract the Non-Conformance Report


(NCR) process is initiated.


Process Timelines 


QSR review and resolution timelines should reasonably align with the Contractor’s schedule.  Prompt initiation of 
the QSR process by the observer and response by the Contractor is important such that corrective actions can be 
implemented prior to the occurrence of the non-conformance. 


Lines of communication and expectations for the submission, review and processing of Construction Change 
Management forms should be discussed during the preconstruction meeting.   If items are identified during the 
project which require expedited resolution to avoid safety, cost, schedule, or other time sensitive impacts, they shall 
be brought to the attention of all parties as soon as possible.  The project team shall then work collaboratively to 
determine a path forward, establishing expedited timelines to minimize the associated impact(s). 


Result of Use 


The use of the QSR process will result in one of the following outcomes: 


• The work is completed in conformance with the Contract and no further action is required.
• The work is not completed in conformance with the contract and the NCR process is initiated.
• The work is temporarily suspended in accordance with Subsection 1.2.38, Temporary Suspension of Work,


of the General Specifications and Specification Amendments for Highway and Bridge Construction.


Contact 


For more information or feedback on bridge construction administration change management processes please 
contact the project management office at: 


tec.cm-pmo@gov.ab.ca 


The change management process reference material provided above is not required to be 
included with the following process form as part of project transmittals/submissions. 
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Project Details 
Contract Number Bridge File 


Contractor 


Bridge Name/Project Description 


QSR Information 
Subject 


QSR Number Revision Number Creation Date Date of Occurrence 


Contract Reference Documents (if applicable) 
Standard Specification Section Number(s) Drawing Number(s) Special Provision Section Number(s) 


PART 1 – Observation and Response 
Quality Surveillance Observation (attach supporting information as required) 


Attached Document(s): 
(Document Name - Description) 


Observer (Print Name)  


Consultant 
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 Signature & Date 
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Contractor Response (attach supporting documents as required) 


Attached Document(s): 
(Document Name - Description) 


Contractor Representative (Print Name)  Signature & Date 
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          Quality Surveillance Report (QSR) 
Alberta Transportation & Economic Corridors Bridge Construction Administration Change Management 


PART 2 – Resolution 
Consultant Review for Conformance with Contract (attach supporting documents as required) 
NCR Required? Non-Conformance Report Number  


Attached Document(s): 
(Document Name - Description) 


Consultant Representative (Print Name)  Signature & Date 


Department Representative (Print Name)  Signature & Date 


Yes No
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		QSR Process Commentary

		QSR Process Map

		QSR Project Form Template



		Contract Number: CON0000000

		Bridge File: BF00000-0

		Project Description: Highway ## over ABCDE River, ## km NW of Town FGH

		Consultant: 

		Contractor: 

		QSR Number: QSR000

		SI Subject: 

		Revision Number: 0

		Creation Date: YYYY-MM-DD

		Occurence Date: YYYY-MM-DD

		Standard Specification: 

		Drawing Numbers: 

		Special Provision Numbers: 

		QSR Observation: 

		QSR Attached 1: 

		Initiator Printed Name 1: 

		QSR Response: 

		QSR Attached 2: 

		Contractor Printed Name: 

		NumberLabel: QSR000 - Rev.0

		NCR Reqd Yes Chkbx: Off

		NCR Reqd No Chkbx: Off

		NCR Number: NCR000

		QSR Attached 3: 

		Consultant Printed Name 2: 

		QSR Consultant Review: 

		Department Printed Name 1: 
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Intended Use 


The Non-Conformance Report (NCR) process can be initiated by any party and is used to identify, document, track 
and resolve instances where materials, workmanship, processes, and/or any other contractual requirements are not 
in conformance with the Contract.  


The use of the construction change management process and its associated form templates requires collaboration, 
communication and judgement within the project team to determine the process most suitable for each 
circumstance, which can vary between projects. 


Examples of where a NCR would typically be used: 


• Details of an installed pile driving frame are not in accordance with specified requirements.
• A weldment has a defect identified that requires further investigation and potential repair.
• Evaporation reducer is used as a finishing aid during bridge deck concrete finishing operations.
• Grout is used to patch tie holes instead of a concrete patching material from the Department’s Products


List.
• The surface of wingwall concrete does not meet flatness tolerance requirements.
• Fabrication of a girder proceeds past a specified Hold Point without all required signatures on the ITP.


Instructions for Use 


A process workflow map is provided to illustrate the typical sequence of steps in the NCR process, including 
identification of the party responsible for each step, and should be referenced as necessary throughout the process. 


The NCR form shall be completed comprehensively to support timely and accurate communication, evaluation and 
documentation of the non-conformance.  Contract document references, photographs, sketches, technical data 
sheets, inspection reports, and other supporting information shall be included, as applicable.  If additional space for 
responses or supporting information is required than can be accommodated by the form, they can be included as 
attachments.   


If revisions are required during completion of the NCR process, a new version of the form should be issued along 
with sequential revision numbering to track its development.   


Signature fields not required are to be crossed out or marked N/A. 


The NCR process occurs in two parts:  


Part 1: Identification and Proposed Corrective Action 


• A party identifies and documents an aspect of the work that does not conform with the Contract.
• The Contractor develops proposed corrective actions to both resolve the non-conformance and prevent


reoccurrence.
o Non-conformances related to Contractor delegated design components (e.g. bearings, overhead


sign structures, MSE walls) require the engineering professional responsible for the component to
review and provide input into the Contractor’s disposition.
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• The Consultant and Department review the proposed corrective actions and provide dispositions regarding
acceptability, including adding any additional conditions for acceptance.


The Department may request that the Consultant complete a risk assessment, using the Department’s risk 
assessment tool/form as part of the NCR analysis, to support the engineering evaluation of non-conformance 
impacts.  If the Department does not request a risk assessment, the Consultant may still, at their discretion, choose 
to complete a risk assessment.  More detailed guidance on the risk assessment process is provided within the 
‘Instructions for Use’ section of the Contract Variance Request (CVR) form. 


The Department’s Project Administrator or Project Sponsor may engage the applicable Technical Standards Branch 
area of expertise to review and provide comment on the NCR process to support the development of the 
Department’s disposition and/or acceptance of corrective action.  For non-conformances classified as low/medium 
risk, the project administration team will typically not engage the Technical Standards Branch.  For 
non-conformances classified as high risk, the Technical Standards Branch will typically be engaged to contribute to 
the evaluation and risk assessment. The ‘Department Technical Standards Branch’ signature line is only required 
when they have been engaged in process evaluation. 


Payment adjustment amounts included as part of proposed corrective actions are to be determined based on an 
engineering assessment of aesthetic, durability, safety and operational impacts over the design service life of the 
structure, expressed as net present value.  Payment adjustments may also include consideration of risks transferred 
to the Department associated with the non-conforming work.  They may also include additional engineering 
consulting fees, as determined by the Department, required to evaluate, assess and make recommendations related 
to the non-conformance.  When accepted by the Department, payment adjustments are considered a form of 
remedy to non-conforming work as noted in Subsection 1.2.31.3 of the General Specifications and Specification 
Amendments for Highway and Bridge Construction. 


For “Use As Is” corrective actions, the Consultant/Department may proceed directly to completing Part 2, Corrective 
Action Verification, but should first ensure that the Contractor’s proposed corrective action to prevent reoccurrence 
has been accepted and is being implemented, if applicable. 


Part 2: Corrective Action Verification 


• The Contractor completes the reviewed and accepted corrective action, including conditional requirements
outlined in the Consultant and Department’s disposition.


• The Contractor provides documentation of the completed corrective action to the Consultant for review.
• The Consultant reviews and verifies that the corrective action has been acceptably completed.
• The Department reviews that the corrective action has been acceptably completed, through review of the


Consultant’s verification and/or direct verification.


Process Timelines 


NCR process timelines can vary significantly based on the complexity, level of engineering review required, and risks 
identified.   


Timelines for determination and acceptance of proposed corrective actions, implementation, and verification should 
attempt to align with the Contractor’s work schedule to minimize project impacts whenever possible.  In all cases, 
completion of the NCR process shall be a priority for all parties, with each step completed within reasonable 
timelines in order to minimize the impact of non-conformances on project cost, quality and schedule. 


For non-conformances which require corrective action and verification prior to being able to proceed with 
subsequent work, these timeline conditions will be outlined in the Consultant and/or Department’s disposition.  The 
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identification of timeline/milestone conditions by the Consultant and/or Department shall not relieve the Contractor 
of their contractual obligations. 


For example: 


• Cast-in-place concrete piles for a concrete abutment placed by tremie method are determined to have non-
conforming cross hole sonic log test results, indicating a defective pile.  The timeline for NCR resolution,
including verification of completed corrective actions, would be prior to proceeding with mud slab
construction, abutment formwork and/or reinforcing steel installation activities.


Lines of communication and expectations for the submission, review and processing of Construction Change 
Management forms should be discussed during the preconstruction meeting.   If items are identified during the 
project which require expedited resolution to avoid safety, cost, schedule, or other time sensitive impacts, they shall 
be brought to the attention of all parties as soon as possible.  The project team shall then work collaboratively to 
determine a path forward, establishing expedited timelines to minimize the associated impact(s). 


Result of Use 


The use of the NCR process will result in one of the following outcomes: 


• The non-conforming work is accepted as-is, with or without a payment adjustment.
• The non-conforming work is repaired in a manner acceptable to the Consultant and the Department


(including associated conditions), with or without a payment adjustment.
• The non-conforming work is replaced with work that conforms to the Contract.


Contact 


For more information or feedback on bridge construction administration change management processes please 
contact the project management office at: 


tec.cm-pmo@gov.ab.ca 


The change management process reference material provided above is not required to be 
included with the following process form as part of project transmittals/submissions. 
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Project Details 
Contract Number Bridge File 


Contractor 


Bridge Name/Project Description 


Consultant 


NCR Information 
Subject 


NCR Number Revision Number Creation Date Date of Occurrence High Priority 
Yes 


Requested Response Date 


Contract Reference Documents (if applicable) 
Standard Specification Section Number(s) Drawing Number(s) Special Provision Section Number(s) 


Part 1 – Identification and Proposed Corrective Action 
Description of Non-Conformance (attach supporting documents as required) 


Attached Document(s): 
(Document Name - Description) 


Initiator (Print Name) Signature & Date 
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Contractor Proposed Corrective Action – To Prevent Reoccurrence of Non-Conformance 
(attach supporting documents as required) 


Contractor Proposed Corrective Action – To Resolve Non-Conformance 
(attach supporting documents as required) 


Attached Document(s): 
(Document Name/File Name - Document Description – Page Count) 


Contractor Representative (Print Name) Signature & Date 


    USE AS-IS       REPAIR       REPLACE
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Consultant Risk Assessment Summary 
(attach completed risk assessment form, and supporting documents as required) 


Attached Document(s): 
(Document Name - Description) 


Consultant Representative (Print Name) Signature & Date 
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Consultant Disposition (attach supporting documents as required) 
Disposition  Payment Adjustment Adjustment Amount 


Attached Document(s): 
(Document Name - Description) 


Consultant Disposition – Milestone Activity Impacts 


Consultant Disposition – Conditions and Timelines for Acceptance 


Consultant Representative (Print Name) Signature & Date 
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Department Disposition (attach supporting documents as required) 
Disposition  Payment Adjustment Adjustment Amount 


Attached Document(s): 
(Document Name  - Description) 


Department Technical Standards Branch (Print Name)     Signature & Date 


Department Project Administrator (Print Name) Signature & Date 


Department Sponsor (Print Name)  Signature & Date 
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    USE AS-IS       REPAIR       REPLACE    Yes       No
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Part 2 – Corrective Action Verification 
Contractor Documentation of Completed Corrective Action 
(attach supporting documents as required) 


Attached Document(s): 
(Document Name - Description) 


Contractor Representative (Print Name) Signature & Date 
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Consultant Verification (attach supporting documents as required) 


Attached Document(s): 
(Document Name  - Description) 


Consultant Representative (Print Name) Signature & Date 


Department Verification/Review (attach supporting documents as required) 


Attached Document(s): 
(Document Name  - Description) 


Department Project Administrator (Print Name) Signature & Date 
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		NCR Process Commentary

		NCR Process Map

		NCR Project Form Template



		Bridge File: BF00000-0

		Project Description: Highway ## over ABCDE River, ## km NW of Town FGH

		Contractor: 

		Consultant: 

		Contract Number: CON0000000

		NCR Subject: 

		NCR Number: NCR000 

		Revision Number: 0

		Creation Date: YYYY-MM-DD

		Requested Response Date: YYYY-MM-DD

		High Priority Chkbx: Off

		Standard Spec Numbers: 

		Drawing Numbers: 

		Special Provision Numbers: 

		Initiator Printed Name 1: 

		NCR Details: 

		NCR Attached Details 1: 

		Occurence Date: YYYY-MM-DD

		NumberLabel: NCR000  - Rev.0

		Contractor Proposed - Prevent Reoccurance: 

		Contractor Use As Is Chkbx: Off

		Contractor Repair Chkbx: Off

		Contractor Replace Chkbx: Off

		Contractor Printed Name 1: 

		NCR Attached Details 2: 

		Contractor Proposed - Resolve Non-Conformance: 

		Eng Risk Assessment Completed Chkbx: Off

		Eng Risk Assessment Not Required Chkbx: Off

		Eng Consultant Risk Assessment Summary: 

		NCR Attached Details 3: 

		Consultant Printed Name 1: 

		Consultant Use As Is Chxbx: Off

		Consultant Repair Chxbx: Off

		Consultant Replace Chxbx: Off

		Consultant Payment Adjustment Yes Chxbx: Off

		Consultant Payment Adjustment No Chxbx: Off

		Consultant Payment Adjustment Amount: $

		NCR Attached Details 4: 

		Consultant Disposition: 

		Consultant Disposition - Milestone Impacts: 

		Consultant Printed Name 2: 

		Consultant Disposition - Acceptance Conditions: 

		Dept Payment Adjustment Amount: $

		Dept Payment Adjustment Yes Chxbx: Off

		Dept Payment Adjustment No Chxbx: Off

		Dept Use As Is Chxbx: Off

		Dept Repair Chxbx: Off

		Dept Replace Chxbx: Off

		NCR Attached Details 5: 

		Dept Sponsor Printed Name 1: 

		Dept PA Printed Name 1: 

		Dept TSB Printed Name 1: 

		Dept Disposition: 

		NCR Attached Details 6: 

		Contractor Printed Name 2: 

		Contractor Documentation of Completed Corrective Action: 

		Consultant Verification of Completed Corrective Action: 

		Consultant Printed Name 3: 

		NCR Attached Details 7: 

		Dept Rep Printed Name 2: 

		Dept Verification of Completed Corrective Action: 

		NCR Attached Details 8: 
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Intended Use 


The Contract Variance Request (CVR) process is initiated by the Contractor and is used to review and evaluate 
Contractor proposed changes to contract requirements that do not require substantial engineering and design 
evaluation by the Consultant and the Department.  If the proposed contract variance request requires substantial 
engineering and design review and evaluation by the Consultant and the Department, then the Contract Design 
Change Proposal process shall be utilized in accordance with Subsection 1.2.7, Contract Design Change Proposals, of 
the General Specifications and Specification Amendments for Highway and Bridge Construction.  For example, if a 
Contractor proposes to supply precast concrete girders instead of steel girders this would be considered a Contract 
Design Change Proposal.  


The use of the construction change management process and its associated form templates requires collaboration, 
communication and judgement within the project team to determine the process most suitable for each 
circumstance, which can vary between projects. 


Examples of where a CVR would typically be used include: 


• Deck pour sequence modifications.
• Glass fibre reinforced polymer reinforcing for mechanically stabilized earth wall precast concrete panels.
• Gas tungsten arc welding (GTAW) process for stainless steel plate welding for expansion bearings.
• Modification to the stressing strand pattern layout of a precast concrete girder.
• Steel girder transportation protection is omitted in lieu of washing on site.


Instructions for Use 


A process workflow map is provided to illustrate the typical sequence of steps in the CVR process, including 
identification of the party responsible for each step, and should be referenced as necessary throughout the process. 


The CVR form shall be completed comprehensively to support timely and accurate communication, evaluation and 
documentation of the variance request.  Contract document references, photographs, sketches, technical data 
sheets, inspection reports, and other supporting information shall be included, as applicable.  If additional space for 
responses or supporting information is required than can be accommodated by the form, they can be included as 
attachments. 


The ‘Description of Contract Variance’ section of the CVR form completed by the Contractor includes mandatory 
fields detailing the benefits of the proposed change to both the Contractor and the Department.  Leaving either of 
these fields blank is cause for rejection of a CVR. 


If revisions are required during completion of the CVR process, a new version of the form should be issued along 
with sequential revision numbering to track its development.   


Signature fields not required are to be crossed out or marked N/A. 


The Consultant shall complete a risk assessment, using the risk assessment form, as part of the CVR process to 
support the engineering evaluation of the proposed variance and clear identification of the engineering professional 
responsible for the assessment of risks.  If the contract variance request contains no modification to a professional 
engineered work product (e.g. schedule, lane closure, traffic accommodation, environmental restriction periods, 
permits, etc.) a risk assessment may not be required, as determined by the Department.  The Department’s Technical 
Standards Branch is responsible for engineered standards including standard drawings, standard specifications, and 
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specification amendments.  If contract variances are requested to standards, the transfer of engineering 
responsibility shall be identified within the risk assessment/contract variance process. 


Department staff participating in the CVR process share responsibility for the acceptance of contract variances.  The 
Department’s Project Administrator or Project Sponsor may engage the applicable Technical Standards Branch area 
of expertise to review and provide comment on the CVR process to support the development of the Department’s 
disposition and/or acceptance of the variance request, including review of the assignment of engineering 
responsibility for the variance.  For variances classified as low/medium risk, the project administration team will 
typically not engage the Technical Standards Branch.  For variances classified as high risk, the Technical Standards 
Branch shall be engaged to contribute to the evaluation and risk assessment of the proposed variance. The 
‘Department Technical Standards Branch’ signature line is only required when they have been engaged in process 
evaluation. 


The risk assessment uses a 5x5 matrix to evaluate the likelihood and consequence of each identified risk resulting 
from the proposed variance.  The individual risks are calculated by multiplying their assigned likelihood and 
consequence factors.  Risk categories (quality & durability, safety, operations, aesthetics) may contain multiple 
identified risks, with each one evaluated separately and then compared to determine the maximum calculated risk 
for the associated category.  The maximum calculated risk for each category is the single highest calculated risk 
value, not the total or average.  The category risks are then weighted to determine an overall risk assessment for 
the variance, classified as low, medium, or high.   


The risk assessment shall also include the identification of all risk mitigation measures which were considered part 
of evaluating the risk likelihoods and consequences.  Risk mitigation measures are often necessary for a CVR to be 
determined acceptable, as the risk profile of the CVR should be similar to that required by the Contract.  Risk 
mitigation measures shall be included in the conditions for acceptance of the proposed variance within the CVR 
form.  Rating determinations in the risk assessment shall be inclusive of the condition/risk mitigation measures (i.e. 
‘post-mitigation’ risk ratings).  For example, a Class HPC concrete pour is scheduled to occur in late October and a 
variance request is received to place concrete between the hours of 10 am and 6 pm, contrary to the requirements 
of the Standard Specifications for Bridge Construction.  Mitigation measures that form part of the risk evaluation 
and potential acceptance of this variance request could include, but not be limited to, the presence of overcast 
conditions (no direct sunlight) and wind speeds which are forecast to be less than 10 km/hr for the duration of 
concrete placement/finishing operations. 


The Consultant shall attach the risk assessment form to the CVR form and provide a summary of the risks, 
evaluations, mitigation measures, and conditions for consideration as part of determining the Consultant and 
Department’s dispositions. 


The Consultant’s risk assessment focuses on the engineering evaluation of the proposed variance and does not 
consider project cost and schedule impacts/risks.  In addition to considering the results of the risk assessment, the 
Consultant’s disposition shall consider all project impacts/benefits associated with the proposed variance, including 
to cost and time to complete, and provide a recommendation to the Department. 


Payment adjustment amounts included as part of proposed variances are to be determined based on an engineering 
assessment of aesthetic, durability, safety and operational impacts over the design service life of the structure, 
expressed as net present value.  Payment adjustments may also include consideration of risks transferred to the 
Department associated with the non-conforming work.  They may also include any additional engineering consulting 
fees, as determined by the Department, required to evaluate, assess and make recommendations related to the 
proposed variance.  Any additional engineering consulting fees or payment adjustments required by the CVR are 
approved using the Order for Extra Work (OEW) process (typically a negative value OEW). 


Once the Department’s disposition is completed, the form is returned to the Contractor for their review.  When the 
CVR is marked accepted as-is or accepted with modifications and the Contractor agrees with both the Consultant 
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and Department’s dispositions, including any conditions of acceptance, the Contractor proceeds as noted in the CVR. 
If the Contractor is not in agreement with the Consultant and Department’s dispositions, they proceed in accordance 
with the Contract.  When the CVR is marked declined, the Contractor proceeds in accordance with the Contract. 


Acceptance of a CVR is determined at the sole discretion of the Department. 


Process Timelines 


CVR process timelines can vary significantly based on the complexity, level of engineering review required, and risks 
identified. 


Early, comprehensive, and complete submissions by the Contractor are beneficial to all parties in reviewing variance 
requests, particularly when engineering design or evaluation is required.  Timelines for review and acceptance of 
proposed variances should attempt to align with the Contractor’s work schedule to minimize project impacts 
whenever possible.  In all cases, completion of the CVR process shall be a priority for all parties, with each step 
completed within reasonable timelines in order to prioritize the evaluation and determination of acceptability of the 
CVR within reasonable timeframes. 


Lines of communication and expectations for the submission, review and processing of Construction Change 
Management forms should be discussed during the preconstruction meeting.   If items are identified during the 
project which require expedited resolution to avoid safety, cost, schedule, or other time sensitive impacts, they shall 
be brought to the attention of all parties as soon as possible.  The project team shall then work collaboratively to 
determine a path forward, establishing expedited timelines to minimize the associated impact(s). 


Result of Use 


The use of the CVR process will result in one of the following outcomes: 


• The CVR is accepted as-is or with conditions/modifications outlined by the Consultant and/or Department.
o If the Contractor accepts the conditions/modifications outlined by the Consultant and/or


Department, the Contractor proceeds in accordance with the CVR.
o If the Contractor does not accept the conditions/modifications outlined by the Consultant and/or


Department, the Contractor proceeds in accordance with the Contract.
o If there are payment and/or other adjustments required, the Order for Extra Work process is


initiated prior to proceeding.
• The CVR is declined, and the Contractor proceeds in accordance with the Contract.


Contact 


For more information or feedback on bridge construction administration change management processes please 
contact the project management office at: 


tec.cm-pmo@gov.ab.ca 


The change management process reference material provided above is not required to be 
included with the following process form as part of project transmittals/submissions. 
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Project Details 
Contract Number Bridge File 


Contractor 


Bridge Name/Project Description 


Consultant 


CVR Information 
Subject 


CVR Number Revision Number Creation Date High Priority Requested Response Date 


Contract Reference Documents (if applicable) 
Standard Specification Section Number(s) Drawing Number(s) Special Provision Section Number(s) 


Description of Contract Variance Request (attach supporting documents as required) 


Attached Document(s): 
(Document Name/File Name - Document Description – Page Count) 


Yes







Contract Variance Request (CVR) 
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Benefit to Contractor of Proposed Change 


Benefit to Department of Proposed Change 


Proposed Payment Adjustment? 


Proposed Site Occupancy Adjustment? Proposed Completion Date Adjustment? 


Proposed Lane Closure Adjustment? Proposed Interim Completion Date Adjustment? 


Contractor Representative (Print Name) Signature & Date 
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    Yes     No


    Yes     No


    Yes     No


    Yes     No


    Yes     No
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Consultant Risk Assessment Summary 
(attach completed risk assessment form, and supporting documents as required) 


Attached Document(s): 
(Document Name - Description)


Consultant Representative (Print Name) Signature & Date 
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RISK ASSESSMENT COMPLETED        RISK ASSESSMENT NOT REQUIRED
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Consultant Disposition (attach supporting documents as required) 


Attached Document(s): 
(Document Name - Description) 


Proposed Payment Adjustment? 


Consultant Representative (Print Name) Signature & Date 
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RECOMMEND ACCEPT AS-IS       RECOMMEND ACCEPT WITH MODIFICATIONS            RECOMMEND DECLINE


Yes      No
Proposed Site Occupancy Adjustment? 


Yes      No
Proposed Lane Closure Adjustment? 


Yes      No


Associated OEW 


Proposed Completion Date Adjustment? 


 Yes     No
Proposed Interim Completion Date Adjustment? 


 Yes     No
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Department Disposition (attach supporting documents as required) 


Associated OEW 


Proposed Completion Date Adjustment? 


Proposed Payment Adjustment? 


Proposed Site Occupancy Adjustment? 


Proposed Lane Closure Adjustment? Proposed Interim Completion Date Adjustment? 


Department Technical Standards Branch (Print Name) Signature & Date 


Department Project Administrator (Print Name) Signature & Date 


Department Sponsor (Print Name)  Signature & Date 
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Yes     No


Yes     No


Yes     No


Yes     No


Yes     No


ACCEPT AS-IS ACCEPT WITH MODIFICATIONS DECLINE


Attached Document(s): 
(Document Name - Description) 





		CVR Process Commentary

		CVR Process Map

		CVR Project Form Template



		Bridge File: BF00000-0

		Project Description: Highway ## over ABCDE River, ## km NW of Town FGH

		Contractor: 

		Consultant: 

		Contract Number: CON0000000

		CVR Subject: 

		CVR Number: CVR000 

		Revision Number: 0

		Creation Date: YYYY-MM-DD

		Requested Response Date: YYYY-MM-DD

		High Priority Chkbx: Off

		Standard Spec Numbers: 

		Drawing Numbers: 

		Special Provision Numbers: 

		CVR Details: 

		CVR Attached Details 1: 

		NumberLabel: CVR000  - Rev.0

		Contractor Proposed Benefit to Contractor: 

		Contractor Proposed Benefit to Dept: 

		Contractor Rep Printed Name 1: 

		Contractor Proposed Payment Adj Yes Chxbx: Off

		Contractor Proposed Payment Adj No Chxbx: Off

		Contractor Proposed Site Occ Adj Yes Chxbx: Off

		Contractor Proposed Site Occ Adj No Chxbx: Off

		Contractor Proposed Lane Closure Adj Yes Chxbx: Off

		Contractor Proposed Lane Closure Adj No Chxbx: Off

		Contractor Proposed Completion Dt Adj Yes Chxbx: Off

		Contractor Proposed Completion Dt Adj No Chxbx: Off

		Contractor Proposed Interim Dt Adj Yes Chxbx: Off

		Contractor Proposed Interim Dt Adj No Chxbx: Off

		Contractor Proposed Payment Adjustment: +/- $

		Contractor Proposed Site Occ Adjustment: +/- # Days

		Contractor Proposed Lane Closure Adjustment: +/- # Days

		Contractor Completion Dt Adjustment: +/- # Days

		Contractor Interim Completion Dt Adjustment: +/- # Days

		Consultant Risk Assessment Completed: Off

		Consultant Risk Assessment Not Reqd: Off

		CVR Attached Details 2: 

		Consultant Risk Assessment Summary: 

		Consultant Rep Printed Name 1: 

		Consultant Recommend Accept: Off

		Consultant Recommend Accept With Modifications: Off

		Consultant Recommend Decline: Off

		Consultant Disposition: 

		CVR Attached Details 3: 

		Consultant Proposed Payment Adj Yes Chxbx: Off

		Consultant Proposed Payment Adj No Chxbx: Off

		Consultant Site Occ Adj Yes Chxbx: Off

		Consultant Site Occ Adj No Chxbx: Off

		Consultant Proposed Lane Closure Adj Yes Chxbx: Off

		Consultant Proposed Lane Closure Adj No Chxbx: Off

		Consultant Completion Dt Adj Yes Chxbx: Off

		Consultant Completion Dt Adj No Chxbx: Off

		Consultant Interim Completion Dt Adj Yes Chxbx: Off

		Consultant Interum Completion Dt Adj No Chxbx: Off

		Consultant Proposed Payment Adjustment: +/- $

		Consultant Proposed Site Occ Adjustment: +/- # Days

		Consultant Proposed Lane Closure Adjustment: +/- # Days

		Consultant Completion Dt Adjustment: +/- # Days

		Consultant Interum Completion Dt Adjustment: +/- # Days

		Consultant Associated OEW: OEW000 

		Consultant Rep Printed Name 2: 

		Dept Proposed Payment Adj Yes Chxbx: Off

		Dept Proposed Payment Adj No Chxbx: Off

		Dept Site Occ Adj Yes Chxbx: Off

		Dept Site Occ No Chxbx: Off

		Dept Lane Closure Adj Yes Chxbx: Off

		Dept Lane Closure Adj No Chxbx: Off

		Dept Completion Dt Adj Yes Chxbx: Off

		Dept Completion Dt Adj No Chxbx: Off

		Dept Interim Completion Dt Adj Yes Chxbx: Off

		Dept Interim Completion Dt Adj No Chxbx: Off

		Dept Proposed Payment Adjustment: +/- $

		Dept Proposed Site Occ Adjustment: +/- # Days

		Dept Proposed Lane Closure Adjustment: +/- # Days

		Dept Completion Dt Adjustment: +/- # Days

		Dept Associated OEW: OEW000 

		Dept TSB Rep Printed Name 1: 

		Dept PA Printed Name 1: 

		Dept Sponsor Printed Name 1: 

		Dept Accept With Mods Chkbx: Off

		Dept Accept As Is Chkbx: Off

		Dept Decline Chkbx: Off

		Dept Disposition: 

		CVR Attached Details 4: 

		Dept Interim Completion Dt Adjustment: +/- # Days
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Intended Use 


The Contemplated Change Notice (CCN) process is initiated by the Consultant or Contractor and used to 
communicate and evaluate the potential project cost, schedule impacts, and/or proposed extra work (work that is 
not specified in the Contract but that is required to achieve the intent or scope of the Contract) in accordance with 
Subsection 1.2.33.2, Extra Work, of the General Specifications and Specification Amendments for Highway and 
Bridge Construction.   


While the CCN process can also be used, if desired, for supplemental work (in accordance with Subsection 1.2.33.1, 
Supplemental Work, of the General Specifications and Specification Amendments for Highway and Bridge 
Construction), the CCN process, form and flowchart are intended primarily for extra work and may not be fully 
applicable to supplemental work.  The difference between extra and supplemental work related to the CCN process 
is that for supplemental work the Contractor has the option to decline to perform the work whereas for extra work 
the Contractor is contractually obligated to perform the work to achieve the intent of the Contract. 


Acceptance of a CCN by the Department does not imply or constitute a change to the Contract.  A completed OEW 
is required to approve a change to the Contract and is required to be in place prior to proceeding with the work. 


The use of the construction change management process and its associated form templates requires collaboration, 
communication and judgement within the project team to determine the process most suitable for each 
circumstance, which will vary somewhat between projects. 


Examples of where a CCN would typically be used include: 


• Proposed site erosion repairs using additional Class 1 heavy rock rip rap armouring.
• Proposed increase to extents of bridge rehabilitation approach transition paving (paid by lump sum).
• Demolition/removal of an existing buried concrete structure discovered when excavating for an abutment.
• A conflict is discovered with materials fabricated to contract specifications which requires cutting/welding


in the field or re-fabrication.
• Control of noxious weeds discovered on site.


Instructions for Use 


A process workflow map is provided to illustrate the typical sequence of steps in the CCN process, including 
identification of the party responsible for each step, and should be referenced as necessary throughout the process. 


The CCN form shall be completed comprehensively to support timely and accurate communication, evaluation and 
documentation of the contemplated change.  Contract document references, photographs, sketches, technical data 
sheets, inspection reports, and other supporting information shall be included, as applicable.  If additional space for 
responses or supporting information is required than can be accommodated by the form, they can be included as 
attachments. 


If revisions are required during completion of the CCN process, a new version of the form should be issued along 
with sequential revision numbering to track its development.   


Signature fields not required are to be crossed out or marked N/A. 


The CCN process provides the Contractor an opportunity to review proposed extra work and provide a quotation in 
accordance with Subsection 1.2.33.2, Extra Work, of the General Specifications and Specification Amendments for 
Highway and Bridge Construction, including any additional impacts that the proposed extra work will have. 
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The Consultant reviews the quotation, impacts and supporting/background information for accuracy, completeness 
and appropriateness, and then provides a recommendation to the Department regarding the acceptability of the 
Contractor’s quotation. 


The Department then reviews the Contractor’s quotation and Consultant’s recommendation and either accepts the 
quotation (moving on to the OEW process), declines the quotation, or requests a revised quotation from the 
Contractor. 


Process Timelines 


CCN process timelines can vary significantly based on complexity, involvement of suppliers/subcontractors, and 
urgency.  


Timelines for quotation and acceptance for proposed extra work should attempt to align with the Contractor’s work 
schedule to minimize project impacts whenever possible.  In all cases, completion of the CCN process shall be a 
priority for all parties, with each step completed within reasonable timeframes. 


Lines of communication and expectations for the submission, review and processing of Construction Change 
Management forms should be discussed during the preconstruction meeting.   If items are identified during the 
project which require expedited resolution to avoid safety, cost, schedule, or other time sensitive impacts, they shall 
be brought to the attention of all parties as soon as possible.  The project team shall then work collaboratively to 
determine a path forward, establishing expedited timelines to minimize the associated impact(s).  


Result of Use 


The use of the CCN process will result in one of the following outcomes: 


• The Department requests that the Contractor’s quotation is revised prior to further consideration.
• The Department accepts the Contractor’s quotation and the OEW process is initiated.
• The Department declines the Contractor’s quotation and the Contractor proceeds in accordance with the


Contract.


Contact 


For more information or feedback on bridge construction administration change management processes please 
contact the project management office at: 


tec.cm-pmo@gov.ab.ca 


The change management process reference material provided above is not required to be 
included with the following process form as part of project transmittals/submissions.
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Project Details 
Contract Number Bridge File 


Contractor 


CCN Information 
Subject 


CCN Number Revision Number Creation Date High Priority Requested Response Date


Contract Reference Documents (if applicable) 
Standard Specification Section Number(s) Drawing Number(s) Special Provision Section Number(s) 


Description of Proposed Change (attach supporting documents as required) 


Attached Document(s): 
(Document Name - Description) 


Initiator (Print Name) Signature & Date 


Bridge Name/Project Description 


Yes


Consultant
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Contractor Quotation (attach supporting documents as required) 


Attached Document(s): 
(Document Name - Description) 


Proposed Payment Adjustment? 


Proposed Site Occupancy Adjustment? Proposed Completion Date Adjustment? 


Proposed Lane Closure Adjustment? Proposed Interim Completion Date Adjustment? 


Contractor Representative (Print Name) Signature & Date 


    Yes      No


    Yes      No


    Yes      No


    Yes      No


    Yes      No
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Consultant Disposition (attach supporting documents as required) 


Attached Document(s): 
(Document Name - Description) 


Consultant Representative (Print Name) Signature & Date 


RECOMMEND ACCEPT QUOTATION          RECOMMEND REQUEST REVISED QUOTATION          RECOMMEND DECLINE QUOTATION  


Proposed Payment Adjustment? 


      Yes      No
Proposed Site Occupancy Adjustment? 


      Yes      No
Proposed Lane Closure Adjustment? 


 Yes      No  Yes      No


Associated OEW


Proposed Completion Date Adjustment? 


     Yes      No
Proposed Interim Completion Date Adjustment? 
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Department Disposition (attach supporting documents as required) 


Department Project Administrator (Print Name)* Signature & Date 


Department Project Sponsor (Print Name)* Signature & Date 


*Acceptance of a CCN by the Department does not imply or constitute a change to the Contract.  A completed OEW is required to approve a change to
the Contract and is required to be in place prior to proceeding with the work


Attached Document(s): 
(Document Name - Description) 


 ACCEPT QUOTATION REQUEST REVISED QUOTATION DECLINE QUOTATION


Proposed Payment Adjustment? 


    Yes      No
Proposed Site Occupancy Adjustment? 


    Yes      No
Proposed Lane Closure Adjustment? 


Proposed Completion Date Adjustment? 


    Yes      No
Proposed Interim Completion Date Adjustment? 


    Yes      No     Yes      No


Associated OEW





		CCN Process Commentary

		CCN Process Map

		CCN Project Form Template



		Bridge File: BF00000-0

		Project Description: Highway ## over ABCDE River, ## km NW of Town FGH

		Contractor: 

		Consultant: 

		Contract Number: CON0000000

		CCN Subject: 

		CCN Number: CCN000 

		Revision Number: 0

		Creation Date: YYYY-MM-DD

		Requested Response Date: YYYY-MM-DD

		High Priority Chkbx: Off

		Standard Spec Numbers: 

		Drawing Numbers: 

		Special Provision Numbers: 

		CCN Details: 

		CCN Attached Details 1: 

		CCN Initiator Rep Printed Name 1: 

		CCN Attached Details 2: 

		Contractor Quotation: 

		Contractor Proposed Payment Adj Yes Chxbx: Off

		Contractor Proposed Payment Adj No Chxbx: Off

		Contractor Proposed Site Occ Adj Yes Chxbx: Off

		Contractor Proposed Site Occ Adj No Chxbx: Off

		Contractor Proposed Lane Close Adj Yes Chxbx: Off

		Contractor Proposed Lane Close Adj No Chxbx: Off

		Contractor Proposed Completion Dt Adj Yes Chxbx: Off

		Contractor Proposed Completion Dt Adj No Chxbx: Off

		Contractor Proposed Interim Dt Adj Yes Chxbx: Off

		Contractor Proposed Interim Dt Adj No Chxbx: Off

		Contractor Proposed Payment Adjustment: +/- $

		Contractor Proposed Site Occ Adjustment: +/- # Days

		Contractor Proposed Lane Closure Adjustment: +/- # Days

		Contractor Completion Dt Adjustment: +/- # Days

		Contractor Interim Completion Dt Adjustment: +/- # Days

		Contractor Rep Printed Name 1: 

		NumberLabel: CCN000  - Rev.0

		Consultant Recommend Accept: Off

		Consultant Recommend Revised Quote: Off

		Consultant Recommend Decline: Off

		Consultant Proposed Payment Adj Yes Chxbx: Off

		Consultant Proposed Payment Adj No Chxbx: Off

		Consultant Proposed Site Occ Adj Yes Chxbx: Off

		Consultant Proposed Site Occ Adj No Chxbx: Off

		Consultant Proposed Lane Close Adj Yes Chxbx: Off

		Consultant Proposed Lane Close Adj No Chxbx: Off

		Consultant Proposed Completion Dt Adj Yes Chxbx: Off

		Consultant Proposed Completion Dt Adj No Chxbx: Off

		Consultant Proposed Interim Dt Adj Yes Chxbx: Off

		Consultant Proposed Interim Dt Adj No Chxbx: Off

		Consultant Proposed Payment Adjustment: +/- $

		Consultant Proposed Site Occ Adjustment: +/- # Days

		Consultant Proposed Lane Closure Adjustment: +/- # Days

		Consultant Completion Dt Adjustment: +/- # Days

		Consultant Interim Completion Dt Adjustment: +/- # Days

		Consultant Associated OEW: OEW000 

		Consultant Rep Printed Name 1: 

		CCN Attached Details 3: 

		Consultant Disposition: 

		Dept Proposed Payment Adj Yes Chxbx: Off

		Dept Proposed Payment Adj No Chxbx: Off

		Dept Site Occ Adj Yes Chxbx: Off

		Dept Site Occ No Chxbx: Off

		Dept Lane Closure Adj Yes Chxbx: Off

		Dept Lane Closure Adj No Chxbx: Off

		Dept Completion Dt Adj Yes Chxbx: Off

		Dept Completion Dt Adj No Chxbx: Off

		Dept Interim Completion Dt Adj Yes Chxbx: Off

		Dept Interim Completion Dt Adj No Chxbx: Off

		Dept Proposed Payment Adjustment: +/- $

		Dept Proposed Site Occ Adjustment: +/- # Days

		Dept Proposed Lane Closure Adjustment: +/- # Days

		Dept Completion Dt Adjustment: +/- # Days

		Dept Interim Completion Dt Adjustment: +/- # Days

		Dept Associated OEW: OEW000 

		Dept Sponsor Printed Name 1: 

		Dept PA Printed Name 1: 

		CCN Attached Details 4: 

		Dept Disposition: 

		Dept Accept Quote Chkbx: Off

		Dept Request Quote Chkbx: Off

		Dept Decline Quote Chkbx: Off
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Intended Use 


The Order for Extra Work (OEW) process is used to formally authorize and approve contract changes to cost or time 
components, including site occupancy, lane closure, interim completion date(s), or completion date.  OEWs shall be 
initiated by the Consultant from a completed CCN or a CVR.  


OEWs do not directly increase the total approved funding of a Contract.  If an OEW will result in project expenditures 
which exceed the total approved funding of the Contract, a Change Request is required to be approved by the 
Department, with the support of the Consultant as required.  OEW and Change Request approvals shall be in 
accordance with the Department’s expenditure authority limits. 


Instructions for Use 


A process workflow map is provided to illustrate the typical sequence of steps in the OEW process, including 
identification the party responsible for each step, and should be referenced as necessary throughout the process. 
Additional information and guidance on the OEW process is detailed in Subsection 2.4.1 of the Engineering 
Consultant Guidelines Volume 2 and Subsection 1.2.33.2 of the General Specifications and Specification 
Amendments for Highway and Bridge Construction. 


The OEW form shall be completed comprehensively to support the timely and accurate communication and 
approvals of the extra work.  Once approved, an OEW becomes part of the Contract and as such contractual language 
and terminology shall be used.  Care and attention shall be given to ensure there are sufficient measurement and 
payment clauses to cover all aspects of the additional work, including time component impacts.  Contract document 
references, photographs, sketches, technical data sheets, inspection reports, and other supporting information shall 
be included as applicable.  If additional space for responses or supporting information is required than can be 
accommodated by the form, they can be included as attachments. 


If revisions are required during completion of the OEW process, a new version of the form should be issued along 
with sequential revision numbering to track its development.   


Signature fields not required are to be crossed out or marked N/A. 


Expenditure authority limits for Department Expenditure Officers are cumulative per contract.  Accurate tracking of 
OEW spending is required such that authohority limits are not exceeded and that potential over runs can be 
anticipated, communicated, evaluated and approved in a timely and process compliant manner.  OEWs are not 
exclusive to contract scope addition, OEWs can be used to formally communicate scope reduction and result in 
payment reduction.  OEW approval limits are based on the Department’s Expenditure Officer Contract Overrun 
Approval Authority Matrix: 
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Construction/Minor Maintenance Contracts Over $100,000 
Expenditure 
Officer Role 


Typical EO 
Level 


Construction Contracts Over $100,000 – 
Cumulative Overrun Approval Limit 


Project 
Administrator 


Level 6 Total Cumulative amounts up to $50,000 with no change to site occupancy 
days or contract completion date 


Regional 
Sponsor/Manager 


Level 5 Total Cumulative amounts up to the greater of $75,000 or 5% of the 
Modified Tender Amount 


Regional Director Level 4 Total Cumulative amounts of up to the greater of $100,000 or 10% if the 
Modified Tender Amount 


Cost Overruns/Extra Work that exceed $100,000 or 10% of the Modified Tender Amount require gazetting and must 
be reported to the CRC committee.   


Consultant authorities are established by the Department’s project sponsor as specified in Subsection 2.5.2 of the 
Engineering Consultant Guidelines Volume 2 (ECG Vol.2) and shall be discussed at the pre-commencement meeting 
in accordance with Subsection 2.2.1 of the ECG Vol.2.  For more information on the Modified Tender Amount, see 
Subsection 2.3.9 of the ECG Vol.2. 


Process Timelines 


OEW process timelines should generally attempt to align with the Contractor’s work schedule to minimize impacts 
to the project.  In cases where alignment is not feasible, the Consultant, Department and Contractor shall work 
collaboratively to prioritize the execution of the OEW within a reasonable timeframe. 


Note that since the majority of discussions and reviews take place during prior contract variance request (CVR) or 
contemplated change notice (CCN) processes, the OEW process typically proceeds rapidly.  Exceptions to this are if 
higher levels of review and approval are required as part of the Department’s expenditure authority requirements. 


Lines of communication and expectations for the submission, review and processing of Construction Change 
Management forms should be discussed during the preconstruction meeting.   If items are identified during the 
project which require expedited resolution to avoid safety, cost, schedule, or other time sensitive impacts, they shall 
be brought to the attention of all parties as soon as possible.  The project team shall then work collaboratively to 
determine a path forward, establishing expedited timelines to minimize the associated impact(s). 


Result of Use 


The use of the OEW process will result in one of the following outcomes: 


• The OEW is approved by the Department and becomes part of the Contract.
• The OEW is not approved by the Department, and the associated work is not completed.


Contact 


For more information or feedback on bridge construction administration change management processes please 
contact the project management office at: 


tec.cm-pmo@gov.ab.ca 


The change management process reference material provided above is not required to be 
included with the following process form as part of project transmittals/submissions. 
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AtbehJ 


OEW Creation 


Alberta Transportation & Economic Corridors - Bridge Construction Administration Change Management 


Changes 
- - - - - -Required


Revise OEW 
Changes 
Required- -


I Changes 
L------


Required 


Contractor 
Review and 
Signature 


Consultant 
Review and 
Signature 


Department 
Review and 
Approval 


Approved 


Not 
Approved 


Contractor to Complete 
Work as Per 


Approved OEW 


Provide Completed 
OEW to Contractor 


Provide Completed 
OEW to Consultant 


OEW 
Cancelled 


OEW Process 
Complete 


Inform Contractor 
that OEW is Cancelled 


Inform Consultant that 
OEW is Cancelled 
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Project Details 
Contract Number Bridge File Bridge Name/Project Description 


Contractor Consultant 


OEW Information 
Subject 


OEW Number Revision Number Creation Date Initiating Document WAC No 


Contract Reference Documents (if required) 
Standard Specification Section Number(s) Drawing Number(s) Special Provision Section Number(s) 


Description of Work, Location, Terms of Measurement and Payment, and Cost of Work 


Attached Document(s): 
(Document Name - Description)


Cost 


Anticipated Impacts (provide additional details above or as an attachment) 


# of Days # of Days 


# of Days # of Days 


Bid Item # 


Adjustment to Completion Date?


Adjustment to Interim Completion Date?


Other Impacts?


Payment Terms 
ESTIMATED COST


Additional Site Occupancy Days? 


Additional Lane Closure Days? 


Bid Item Quantity Adjustment? 


YES      NO


YES      NO


YES      NO


YES      NO


YES      NO


LUMP SUM
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Declaration of Completeness 
This Order for Extra Work includes all costs, of whatever nature associated with the work described, and no 
additional claims for this work shall be made. 


Contractor’s Authorized Signing Officer (Print Name) Signature & Date 


Authorization 
It is the responsibility of the Department’s Project Administrator and Project Sponsor to verify that the amounts authorized by this OEW do not 
exceed the Contract Upset Limit, and that Expenditure Officers of sufficient level to authorize the requested OEW have approved and signed 
this document to proceed.  Cross out or write ‘N/A’ for all signature fields that are not required.  Do not leave blank signature fields. 


Consultant Representative (Print Name) Signature & Date 


Project Administrator - EO LEVEL 6 (Print Name) Signature & Date 


Project Sponsor - EO LEVEL 5 (Print Name) Signature & Date 


Regional Director - EO LEVEL 4 (Print Name) Signature & Date 


ADM/DM/CRC Approver (Print Name) Signature & Date 





		OEW Process Commentary

		OEW Process Map

		OEW Project Form Template



		Bridge File: BF00000-0

		Project Description: Highway ## over ABCDE River, ## km NW of Town FGH

		Contractor: 

		Consultant: 

		Contract Number: CON0000000

		CCN Subject: 

		OEW Number: OEW000 

		Revision Number: 0

		Creation Date: YYYY-MM-DD

		Wac No: WAC0000000

		Initiating Document: CCN/CVR #

		Standard Spec Numbers: 

		Drawing Numbers: 

		Special Provision Numbers: 

		OEW Details: 

		OEW Attached Details 1: 

		Lunp Sum Chkbx: Off

		Additional Site Occ Days Yes Chkbx: Off

		Cost: +/- $

		Estimated Cost Chkbx: Off

		Additional Site Occ Days No Chkbx: Off

		Additional Lane Days Yes Chkbx: Off

		Additional Lane Close Adj No Chkbx: Off

		Bid Item Adj  No Chkbx: Off

		Bid Item Adj Yes Chkbx: Off

		Completion Date Adj Yes Chkbx: Off

		Completion Days Adj No Chkbx: Off

		Interim Days Adj Yes Chkbx: Off

		Interim Days Adj No Chkbx: Off

		Other Impacts: Describe and/or attach supporting documents

		Site Occ Days: +/- # Days

		LaneClosure Days: +/- # Days

		Bid Items: 

		Contractor Rep Printed Name 1: 

		Consultant Rep Printed Name 1: 

		Dept PA Printed Name 1: 

		Dept Sponsor Printed Name 1: 

		Dept Regional Director Printed Name 1: 

		ADM/DM/CRC Printed Name 1: 

		NumberLabel: OEW000  - Rev.0

		Completion Days: +/- # Days

		Interim Days: +/- # Days







