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Policy Name: Changes to Capital Projects Contracts   

Purpose: To establish guidelines for documenting and approving changes to capital projects and to insure accurate 
budget reporting. 

  

 

  

This Policy Applies to: All personnel involved in capital projects administration 

  

Procedure: Changes to projects must be documented on a Change Order Form for all University contracts and 
accompanied by an itemized breakdown of the change.  The form must be completed by the vendor, 
approved by the signature authority for the appropriate fund and forwarded to Procurement and 
Sourcing Services.  Procurement and Sourcing Services will update the purchase order to reflect the 
change.  All payments for capital projects must be processed by using an Application for Payment Form.  A 
Schedule of Values form must accompany all Application for Payments.   

  

Exceptions: None 

  

Forms: Change Order Form for University Contracts 
Application for Payment 
Schedule of Values Form 

  

 

http://www.liu.edu/purchasing/f1015
http://www.liu.edu/purchasing/f1016
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