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DIRECTOR 
APPROVAL 

 
EMERGENCY 

DISTRICT HAS APPROVAL 
AUTHORITY 

YES 

NO 

DISTRICT PREPARES AND 
SUBMITS DECLARATION OF 

EMERGENCY FORM WITH DDD 
SIGNATURE 

 

YES 

 

DISTRICT PREPARES AND 
SUBMITS PRELIMINARY 

APPROVAL FORM 

 

NO 

DCM OBTAINS DIRECTOR’S 
SIGNATURE AND RETURNS FORM 

TO DISTRICT 
 

 

DISTRICT PREPARES CHANGE 
ORDER 

 
 

DISTRICT PERSON KNOWLEDGABLE 
WITH POLICY, PROCEDURE AND 

PROJECT RECOMMENDS CHANGE 
ORDER 

DISTRICT PROFESSIONAL ENGINEER 
KNOWLEDGABLE WITH POLICY, 

PROCEDURE AND PROJECT 
APPROVES CHANGE ORDER 

DCM WILL OBTAIN DIRECTOR’S 
SIGNATURE AND RETURN FORM 

  A 
DISTRICT PREPARES CHANGE 
ORDER, ATTACHES FORM TO 

CHANGE ORDER AND 
DESIGNATES EMERGENCY IN 

CMS 

 

DISTRICT OBTAINS PROGRAM 
MANAGER APPROVAL 

 
DIRECTOR 
APPROVAL 

YES 

NO 

DISTRICT PERSON 
APPROVES CHANGE 

ORDER 

DCM OBTAINS DIRECTOR’S 
SIGNATURE, NOTIFIES DISTRICT 
AND RETURNS CHANGE ORDER 

TO DISTRICT 

 

DISTRICT APPROVES CHANGE 
ORDER IN CMS 

 
 

A DISTRICT PERSON RECOMMENDS 
CHANGE ORDER 

DISTRICT OBTAINS 
CONTRACTORS 

SIGNATURE 

DISTRICT DISTRIBUTES CHANGE 
ORDER 

DISTRICT DISTRIBUTES 
CHANGE ORDER 

REVISION TO THE CONTRACT 
DOCUMENTS 

 
 

CONTROLLING 
BOARD 

APPROVAL 

YES 

NO 

DCM WRITES REQUEST 
AND SUBMITS TO 

CONTROLLING BOARD 

 
 

CONTROLLING 
BOARD HEARS 

REQUEST 

PASS 

END 

NO-PASS 


