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Form of Completion Certificate 
 

 Date:   

 Loan/Credit N
o
:   

 IFB N
o
:   

 
______________________________ 

 

To: _________________________________ 

 

Dear Ladies and/or Gentlemen, 

 

Pursuant to GC Clause 24 (Completion of the Facilities) of the General Conditions of the Contract 

entered into between yourselves and the Employer dated _____________, relating to the 

____________________,  we hereby notify you that the following part(s) of the Facilities was (were) 

complete on the date specified below, and that, in accordance with the terms of the Contract, the 

Employer hereby takes over the said part(s) of the Facilities, together with the responsibility for care and 

custody and the risk of loss thereof on the date mentioned below. 

 

1. Description of the Facilities or part thereof:  ______________________________ 

 

2. Date of Completion:  __________________ 

 

However, you are required to complete the outstanding items listed in the attachment hereto as soon as 

practicable. 

 

This letter does not relieve you of your obligation to complete the execution of the Facilities in 

accordance with the Contract nor of your obligations during the Defect Liability Period. 

 

Very truly yours, 

 

 

  

Title 

(Project Manager) 
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Form of Operational Acceptance Certificate 
 

 Date:   

 Loan/Credit N
o
:   

 IFB N
o
:   

 
_________________________________________ 

 

To:  ________________________________________ 

 

Dear Ladies and/or Gentlemen, 

 

Pursuant to GC Sub-Clause 25.3 (Operational Acceptance) of the General Conditions of the Contract 

entered into between yourselves and the Employer dated _______________, relating to the 

___________________________________, we hereby notify you that the Functional Guarantees of the 

following part(s) of the Facilities were satisfactorily attained on the date specified below.   

 

1. Description of the Facilities or part thereof:  _______________________________ 

 

2. Date of Operational Acceptance:  _______________________ 

 

This letter does not relieve you of your obligation to complete the execution of the Facilities in 

accordance with the Contract nor of your obligations during the Defect Liability Period. 

 

Very truly yours, 

 

 

  

Title 

(Project Manager) 
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Change Order Procedure and Forms 
 

 Date:   

 Loan/Credit N
o
:   

 IFB N
o
:   

 

 

CONTENTS 

 

1. General 

2. Change Order Log  

3. References for Changes  

 

 

 

ANNEXES 

 

Annex 1 Request for Change Proposal 

Annex 2 Estimate for Change Proposal 

Annex 3 Acceptance of Estimate 

Annex 4 Change Proposal 

Annex 5 Change Order 

Annex 6 Pending Agreement Change Order 

Annex 7 Application for Change Proposal 
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Change Order Procedure 
 

1. General 

 

This section provides samples of procedures and forms for implementing changes in the Facilities during 

the performance of the Contract in accordance with GC Clause 39 (Change in the Facilities) of the 

General Conditions. 

 

 

2. Change Order Log 

 

The Contractor shall keep an up-to-date Change Order Log to show the current status of Requests for 

Change and Changes authorized or pending, as Annex 8.  Entries of the Changes in the Change Order 

Log shall be made to ensure that the log is up-to-date.  The Contractor shall attach a copy of the current 

Change Order Log in the monthly progress report to be submitted to the Employer. 

 

3. References for Changes 

 

(1) Request for Change as referred to in GC Clause 39 shall be serially numbered CR-X-nnn. 

 

(2) Estimate for Change Proposal as referred to in GC Clause 39 shall be serially numbered 

CN-X-nnn. 

 

(3) Acceptance of Estimate as referred to in GC Clause 39 shall be serially numbered CA-X-

nnn. 

 

(4) Change Proposal as referred to in GC Clause 39 shall be serially numbered CP-X-nnn. 

 

(5) Change Order as referred to in GC Clause 39 shall be serially numbered CO-X-nnn. 

 

Note: (a) Requests for Change issued from the Employer’s Home Office and the Site 

representatives of the Employer shall have the following respective references: 

 

Home Office CR-H-nnn 

Site CR-S-nnn 

 

(b) The above number “nnn” is the same for Request for Change, Estimate for Change 

Proposal, Acceptance of Estimate, Change Proposal and Change Order. 
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Annex 1.  Request for Change Proposal 
 

(Employer’s Letterhead) 

 

To:  ____________________________________ Date:   

 

Attention:  ______________________________________ 

 

Contract Name:  _________________________________ 

Contract Number:  _______________________________ 

 

 

Dear Ladies and/or Gentlemen: 

 

With reference to the captioned Contract, you are requested to prepare and submit a Change Proposal for 

the Change noted below in accordance with the following instructions within _______________ days of 

the date of this letter____________________. 

 

1. Title of Change:  ________________________ 

 

2. Change Request No. __________________ 

 

3. Originator of Change: Employer:  _______________________________ 

Contractor (by Application for Change Proposal No._______
1
:   

 

4. Brief Description of Change:  _________________________________________________ 

 

5. Facilities and/or Item No. of equipment related to the requested Change:  _____________ 

 

6. Reference drawings and/or technical documents for the request of Change: 

 

Drawing No./Document No. Description 

 

 

7. Detailed conditions or special requirements on the requested Change:  ________________ 

 

8. General Terms and Conditions: 

 

(a) Please submit your estimate to us showing what effect the requested Change will have on 

the Contract Price. 

 

(b) Your estimate shall include your claim for the additional time, if any, for completion of the 

requested Change. 

 

(c) If you have any opinion negative to the adoption of the requested Change in connection with 

the conformability to the other provisions of the Contract or the safety of the Plant or Facilities, please 

inform us of your opinion in your proposal of revised provisions. 

 

(d) Any increase or decrease in the work of the Contractor relating to the services of its 

personnel shall be calculated. 
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(e) You shall not proceed with the execution of the work for the requested Change until we 

have accepted and confirmed the amount and nature in writing. 

 

 

  

(Employer’s Name) 

 

 

  

(Signature) 

 

 

  

(Name of signatory) 

 

 

  

(Title of signatory) 
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Annex 2.  Estimate for Change Proposal 
 

(Contractor’s Letterhead) 

 

To: ______________________________ Date:   

 

Attention:  _______________________________ 

 

Contract Name:  _______________________________ 

Contract Number:  _____________________________ 

 

 

Dear Ladies and/or Gentlemen: 

 

With reference to your Request for Change Proposal, we are pleased to notify you of the approximate 

cost of preparing the below-referenced Change Proposal in accordance with GC Sub-Clause 39.2.1 of the 

General Conditions.  We acknowledge that your agreement to the cost of preparing the Change Proposal, 

in accordance with GC Sub-Clause 39.2.2, is required before estimating the cost for change work. 

 

1. Title of Change:  ________________________ 

 

2. Change Request No./Rev.:  ____________________________ 

 

3. Brief Description of Change:  __________________________ 

 

4. Scheduled Impact of Change:  ___________________________ 

 

5. Cost for Preparation of Change Proposal:  _______________
2 

 

(a) Engineering (Amount) 

 

(i) Engineer  hrs x   rate/hr =    

(ii) Draftsperson  hrs x   rate/hr =   

Sub-total  hrs   

 

Total Engineering Cost   

 

(b) Other Cost   

 

Total Cost (a) + (b)   

 

 

 

 

  

(Contractor’s Name) 

 

 

 

  

(Signature) 

 

                                                 
2
 Costs shall be in the currencies of the Contract. 
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(Name of signatory) 

 

 

 

  

(Title of signatory) 
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Annex 3.  Acceptance of Estimate 
 

(Employer’s Letterhead) 

 

To:  ______________________________ Date:   

 

Attention:  ________________________________ 

 

Contract Name:  _____________________________ 

Contract Number:  ___________________________ 

 

 

Dear Ladies and/or Gentlemen: 

 

We hereby accept your Estimate for Change Proposal and agree that you should proceed with the 

preparation of the Change Proposal. 

 

1. Title of Change:  ___________________________ 

 

2. Change Request No./Rev.:  _______________________________ 

 

3. Estimate for Change Proposal No./Rev.:  _______________________________ 

 

4. Acceptance of Estimate No./Rev.:  _______________________________ 

 

5. Brief Description of Change:  _______________________________ 

 

6. Other Terms and Conditions:  In the event that we decide not to order the Change accepted, 

you shall be entitled to compensation for the cost of preparation of Change Proposal described in your 

Estimate for Change Proposal mentioned in para. 3 above in accordance with GC Clause 39 of the 

General Conditions. 

 

 

  

(Employer’s Name) 

 

 

  

(Signature) 

 

 

  

(Name and Title of signatory) 
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Annex 4.  Change Proposal 
 

(Contractor’s Letterhead) 

 

To:  _______________________________ Date:   

 

Attention:  _______________________________ 

 

Contract Name:  _______________________________ 

Contract Number:  _______________________________ 

 

 

Dear Ladies and/or Gentlemen: 

 

In response to your Request for Change Proposal No._______________________________, we hereby 

submit our proposal as follows: 

 

1. Title of Change:  _______________________________ 

 

2. Change Proposal No./Rev.:  _______________________________ 

 

3. Originator of Change: Employer:  [_______________________________ 

Contractor:  _______________________________ 

 

4. Brief Description of Change:  _______________________________ 

 

5. Reasons for Change:  _______________________________ 

 

6. Facilities and/or Item No. of Equipment related to the requested Change:  
_______________________________ 

 

7. Reference drawings and/or technical documents for the requested Change: 

 

Drawing/Document No. Description 

 

 

8. Estimate of increase/decrease to the Contract Price resulting from Change Proposal:
3
 

 

 (Amount) 

 

(a) Direct material   

 

(b) Major construction equipment   

 

(c) Direct field labor (Total  hrs)   

 

(d) Subcontracts   

 

(e) Indirect material and labor   

 

(f) Site supervision   

 

                                                 
3
 Costs shall be in the currencies of the Contract. 
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(g) Head office technical staff salaries 

 

Process engineer  hrs @   rate/hr   

Project engineer  hrs @   rate/hr   

Equipment engineer  hrs @   rate/hr   

Procurement  hrs @   rate/hr   

Draftsperson  hrs @   rate/hr   

Total  hrs   

 

(h) Extraordinary costs (computer, travel, etc.)   

 

(i) Fee for general administration,   % of Items   

 

(j) Taxes and customs duties   

 

Total lump sum cost of Change Proposal   
(Sum of items (a) to (j)) 

 

Cost to prepare Estimate for Change Proposal   
(Amount payable if Change is not accepted) 

 

9. Additional time for Completion required due to Change Proposal 

 

10. Effect on the Functional Guarantees 

 

11. Effect on the other terms and conditions of the Contract 

 

12. Validity of this Proposal:  within [Number] days after receipt of this Proposal by the 

Employer 

 

13. Other terms and conditions of this Change Proposal: 

 

(a) You are requested to notify us of your acceptance, comments or rejection of this detailed 

Change Proposal within ______________ days from your receipt of this Proposal. 

 

(b) The amount of any increase and/or decrease shall be taken into account in the adjustment of 

the Contract Price. 

 

(c) Contractor’s cost for preparation of this Change Proposal:
2
 

 

 

 

  

(Contractor’s Name) 

 

 

 

  

(Signature) 

 

 

 

                                                 
2
 Specify where necessary. 
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(Name of signatory) 

 

 

 

  

(Title of signatory) 
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Annex 5.  Change Order 
 

(Employer’s Letterhead) 

 

To:  _______________________________ Date:   

 

Attention:  _______________________________ 

 

Contract Name:  _______________________________ 

Contract Number:  _______________________________ 

 

 

Dear Ladies and/or Gentlemen: 

 

We approve the Change Order for the work specified in the Change Proposal (No. _______), and agree to 

adjust the Contract Price, Time for Completion and/or other conditions of the Contract in accordance 

with GC Clause 39 of the General Conditions. 

 

1. Title of Change:  _______________________________ 

 

2. Change Request No./Rev.:  _______________________________ 

 

3. Change Order No./Rev.:  _______________________________ 

 

4. Originator of Change: Employer:  _______________________________ 

Contractor:  _______________________________ 

 

5. Authorized Price: 

 

Ref. No.:  _______________________________ Date:  __________________________ 

Foreign currency portion __________  plus Local currency portion __________ 

 

6. Adjustment of Time for Completion 

 

None Increase _________ days Decrease _________ days 

 

7. Other effects, if any 

 

 

Authorized by:    Date:    

(Employer) 

 

 

Accepted by:    Date:    

  (Contractor) 
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Annex 6.  Pending Agreement Change Order 
 

(Employer’s Letterhead) 

 

To:  _______________________________ Date:   

 

Attention:  _______________________________ 

 

Contract Name: _______________________________ 

Contract Number:  [_______________________________ 

 

 

Dear Ladies and/or Gentlemen: 

 

We instruct you to carry out the work in the Change Order detailed below in accordance with GC Clause 

39 of the General Conditions. 

 

1. Title of Change:  _______________________________ 

 

2. Employer’s Request for Change Proposal No./Rev.:  

_______________________________dated:  __________ 

 

3. Contractor’s Change Proposal No./Rev.:  _______________________________ dated:  
__________ 

 

4. Brief Description of Change:  _______________________________ 

 

5. Facilities and/or Item No. of equipment related to the requested Change:  
_______________________________ 

 

6. Reference Drawings and/or technical documents for the requested Change: 

 

Drawing/Document No. Description 

 

 

7. Adjustment of Time for Completion: 

 

8. Other change in the Contract terms: 

 

9. Other terms and conditions: 
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(Employer’s Name) 

 

 

 

  

(Signature) 

 

 

 

  

(Name of signatory) 

 

 

 

  

(Title of signatory) 
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Annex 7.  Application for Change Proposal 
 

(Contractor’s Letterhead) 

 

To:  _______________________________ Date:   

 

Attention:  _______________________________ 

 

Contract Name:  _______________________________ 

Contract Number:  _______________________________ 

 

Dear Ladies and/or Gentlemen: 

 

We hereby propose that the below-mentioned work be treated as a Change in the Facilities. 

 

1. Title of Change:  _______________________________ 

 

2. Application for Change Proposal No./Rev.: _______________________________ dated:  
_______________________________ 

 

3. Brief Description of Change:  _______________________________ 

 

4. Reasons for Change: 

 

5. Order of Magnitude Estimation (in the currencies of the Contract): 

 

6. Scheduled Impact of Change: 

 

7. Effect on Functional Guarantees, if any: 

 

8. Appendix: 

 

  

(Contractor’s Name) 

 

 

  

(Signature) 

 

 

  

(Name of signatory) 

 

 

  

(Title of signatory) 


