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Construction Change Directive (CCD) Process

A/E, PM, and Haz Mat Consult initiate. CCD documents are routed, signed, and issued to Contractor. Work is
completed - Contractor enters final price. Upon acceptance, CCD is moved to the Finish step and available to
be selected to bundle into a Change Order (CO).

Redo CCO Doc Rev AZ prep CCD

. s P AEon AVE Prepares AUE Signs PM Signs
e Submit poa Yes Code Complete — Yes s ssue ccn~>{ s ToPM =
o Contractor
. Contracter
Mo Rew AZ prep CCD Sions Co
No Revise to PM
Initiator . PM Review . I RevAtprep CCl
ot o i, Clarity sy Submit j
Redo CCD Doc R ssue CCD
submit
Respond
Revise to PM

Initiator
Mo ;’;{,ﬁ;{; . «— Submit Price =] izesle — Mo Nn@ < To Contractor é')kc::‘u'fd Code Complate
o@D

true i
PM N

AVE Review
Updates/ccept Accept Price of Adual Revize
= D Pri
Price rice

@

Acknowiedge

Initiator starts the CCD process (Actor: A/E, Consultant, PM)

1. Click Projects from the Top Navigation tabs.

B Trimble Unity Construct

My Home Dashboard = Projects Planning  Forms

2. Select a project from the drop-down list.

3. Select Processes from the Project Menu on the left-hand side.

Project Menu

> = Details
o Planning
Forms
> L Documents
— Schedule
> ms  Cost
& Contacts
#  cCalendar
& Equipment
> © Submittals
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4. Click on Start Process

Unfinished Drafts | Import Processes

Project Processes | ‘maiortest -

Filter Processes h

C{ Q = Filters

5. Select the Construction Change Directive (CCD) process from the list. Click “Start CCD.”

Select process X
Q@ Construction Change Directive (CCD) X
Budget Initiation (BI) -
Process used to establish an Original Project Budget in e-Builder and to perform a check to
determine availability of required Funding. |

Change Order (Bundle PR and/or CCD Items) (CO2)
(NEW) Change Order process to be used by PM's to Bundle previously negotiated Proposal
Requests (PR) and/or Construction Change Directives (CCD).

‘Change Order Process (CO)
(NEW) Change Order process to Bundle previously negotiated Proposal Requests (PR) and/or
Lonstction Chanoe Dicact LOCD) Thic o dllintecrate ot chd

Construction Change Directive (CCD)

 AJE PM, and Haz Mat Consult initiate. CCD document is routed, signed and issued to
Contractor. Work is completed - Contractor enters final price. Upon acceptance, CCD is placed in
"Hold for CO" and now an available choice in Change Order (CO).

6. Fill out the information in the Construction Change Directive (CCD).

a) Fill out the Subject.
b) Follow the instructions in the blue section to complete all the fields.
c) Select “Submit” to forward it to the next step.

Start Process Print | CheckSpelling  Submit  SaveDraft  Cancel

Project
Process:
* Subject:

n Chang Directive

Anzached Forms (0)

Details | Documents (0] Atiached Pr

Expand All| Callagse Al

Instruction
INSTRUCTIONS FOR INITIATING THIS CCD

1.Enter the €CD Number and Detailed description.

2 PLEASE ENTER THE APPROPRIATE CONTRACT CHANGE AMOUNT NOT TO EXCEED (IF $0, ENTER 0.00) N THE €CCD Amount field.

2IF CCD ISCONTRACTION MANAGER AT RISK CONTINGENCYCHANGE. ENTER THE CCD CHANGE AMOUNT INTO THE CM@R CCD
AMOUNT FIELD.

1.Complete the remaining Fields with all known information

Construction Change Directive (CCD) Details
Construction Change Directive (CCD) Details

* 15 this a No Cost Change?:

Directive Number:

* Desiled Description:

* cCD Amount @

Proposed Basis of Adjusiments:

If Oeher, Dest

* s there an A/E or Consultant on the

rject @

s Construction at i Contingeney” @

tingency change This is not an additional increase to the GMP. Enter the CCD Amount into the CM@R CCD Amount beion

CM@R CCD Amount B

Schedule Impact (calendar days):
PM Intizeed?:
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PM Review CCD

If PM is not the initiator, CCD will route to the PM for review.

1. PMreviews all information and any attachments in the process.
2. Select the action “Submit,” click Take action to forward it to the next step.

-- Please select an action -- ¥ Check Spelling Print Copy Delegate Save Cancel
Project: *mailor test

Process Document: Overall Due Date:

Current Workflow Step: Step Due Date:

* Subject: o

Status: Submitted

Details | Comments [0) = Documents (0) | Attached Processes (0] | Attached Forms (0) | Attached To (0)
Sxpand All | Collzpse Al
. P . ~
Construction Change Directive (CCD) Details

Construction Change Directive (CCD) Details

Project Manager reviewed all information and attached document before moving CCD to the next step.

Directive Number: 001

Detailed Description: Test

Date of Issuance: B
cco Amount: @ Enter the CCD amount increase to the Contract sum not to exceed.
Propesed Basis of Adjustments: D Lump Sum
2 Unit Price
O ather
Is Construction at Risk Select "Yes™ if this CCD 's 3 Construction Manager at Risk Contingency change. This is not an additional increase to the GMP. Enter the CCD

Contingency? @ Ameunt into the CMI@R €CD Amount below.
O ¥es
(OIS

CM@R CCD Amount: @ Enter the CM@R CCD amount.

if Other, Describe:

4

CCD Disclaimer: @ You are hereby directed to make the following change(s) in this Contract: (Describe briefiy any proposed changes or list any attached information in the.
alternative)

4|

| - Please select an action - ¥ | Check Spelling | Print = Copy Delegate  Save | Cancel

A/E Prepares CCD (Actor: A/E)

The A/E download the Draft mail merge change order document and make updates. Convert the final document to PDF

file and upload it back to e-Builder into the *CCD for Signature field. Note: Only PDF version will be routed for e-
signature.

1. AE download the “CCD for Final Edits” file and make update to the content. Once finished SAVE AS PDF and
Upload to the “CCD for Signatures” field.

2. Review the rest of the page.

Construction Change Directives (CCD)Document

Please Download the "€CD for Final Edits” file below, and complete all proposed adjustments. Once
finished please SAVE AS PDF and Upload to the "CCD for Signatures” field below.

- CCD for Final Edits: | 8] €CD-00003.- CCD#1.doc (version 1)

Properties Download £)0.9kB) | Redline | Remove

‘ * CCD for Signature(s): CCD-00003 - CCD_1.pdf

or . Browse Computer . Browse e-Builder
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3. Select “Issue CCD” and click “Take Action” to move it to the next step.

V| Take Action Check Spelling Print Copy Save Cancel

1

4. The AE will sign the CCD first, so select the name of the AE who is authorized to sign the CCD and move it to the
Selected Users box. Click “Issue CCD” to move it to the signature step.

Please choose users to add to next step:

Available Users Selected Users

.
1

ae, mm ae (Tester) e
other. mm consultant (System Office)

andor, AE (mnscu) __|
tlﬂ TR TVTaNGT Vendor (mnscu)

Issue CCD Cancel

1 )

A/E Signs CCD (Actor: AE)

To electronically sign the CCD, take the action out of the step then follow the instructions below.

1. A/E select “To PM” action and click Take Action to move it to the next screen.

-|T:| PM V|| TakeAction | CheckSpelling | Print = Copy | Save | Cancel

*

2. Click on the link “Click here to review and sign the document(s)”

Note

This action requires at least one eSignature before moving the

Sign Document(s)

-| Click here to review and sign the document(s).

Continue Cancel

3. The PDF document screen will appear. Click on “Continue” to open the document.

4. Scroll down to the signature section on the page.
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5. Dragand drop the Signature, Date, and Title from the FIELDS pallet into the appropriate signature block.

FIELDS
= PROPOSED ADJUSTMENTS
| Signature
Initial Determine adjustments to the Contract Sum and the Contract Time as provided in Article 7.3 of AIA Document
— A201-2007, as modified by the Minnesota State Colleges and Universitics,
Date Signed
Increase to: Contract sum not to exceed § Contract time calendar days.
m Namea
Decrease to: Contract sum not to exceed $ ( ): Contract time calendar days.
Firstlame sued By Authorized by OWNER: Acknowledged by
lFEiiETE ANCHITECT/ENGINEER: CONTRACTOR:
Email Address
Address: Address: Address:
m CCII'I'IpElH}/I DecuSigned by:
M AL A By By
-l—nle L—H-H‘E!—t:)!:—'/"nlf}';-i?l"a
Dul&l Date Date
Ll Text 7/2017 | 0B:42:24 AM CST

Checkbox

6. Click Finish to complete the DocuSign.

FINISH OTHER ACTIONS -

1T

7. Click on Continue to move it to the next step.

Construction Change Directive (CCD) - 5

Success x

You have successfully signed the document(s).

Sign Document(s)

Click the "Continue’ button to move the process to the next step.

Click here to review the document(s).

- Continue Cancel
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Project Manager Signs CCD (Actor: PM)

The Project Manager reviewed the information on the page and the attached CCD document. Verify that the change

amount is correct.

Check Spelling | | Print || Copy || Delegate || Save | Cancel
Project *mailor test
Process Document ccos-5 Overall Due Date
Showr History
Current Workflow Step: PM Signs CCD Show Step Due Dat=
* Subject oo 1
Status: Pending
tetails | Comments () | Documents (1) || Attached Processes {0} | Attached Forms () | Attached To (0)
Expand All | Collapse All
Construction Change Directive (CCD) Document ~

Construction Change Directive (CCD)
Please review the CCD below

If acceptable, please Take Action "Submit™ then you will be prompted to Electronically Sign the CCD

* CCD for Signature(s:

Zonstruction Change Directive (CCD) Details

®L First-time e-Builder Users.pdf [version 5)
Properties | Dowmioad (257.7KB) | Rediine | Fiemeve

Construction Change Directive (CCD) Details ~
Directive Number: 001
Detailed Description: Tect
] 4

Date of lssuance: 01.09.2025 I

e amounc @ Enter the CCD amount indrease to the Contract sum not to excesd.
100.00

Proposed Basis of Adjustments: CLump Sum

Uit Price
O Other

Iz Construction at Risk Contingency?:

@R D Amount B

If Crther. Describe:

CCD Disclsimer @

Selact “Yes™ if this CCD i 3 Construction Manager st Risk Contingency change This is not an additional increase to the GMP. Enter the TC0 Amount into the CME@R
CCD Amount below.

Crves

®No

Enter the CMER CCD amount.

You are hereby directed to maks the following changs{s) in this Contract: (Describe brisfiy any proposad changes ar list any sttached information in the sitemative)

-- Please select an action -- W

Check Spelling Print Copy Delegate Save Cancel
1. PM select the action “To Contractor,” click Take Action.
2. Click the link “Click here to review and sign the document(s).”
Construction Change Directive (CCD) - 5
Note x

This action requires at least one eSignature before moving the process to the next

step.

Sign Document(s)

-Click here to review and sign the document(s).

Watch this brief video to see the signing process in action so you know exactly what to expect.

Rev. 1/8/25
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3. Click “Continue” to remove the grey box cover. Scroll down to the signature section in the PDF. Drag and

drop the Signature, Date, and Title from the FIELDS pallet into the appropriate signature block.

FIELDS Attachments:
| signature
ﬂ Initial PROPOSED ADJUSTMENTS
Date Signed Determine adjustments to the Contract Sum and the Coniract Time as provided in Article 7.3 of AIA Document
A201-2007, as modified by the Minnesota State Colleges and Universities,
m Name
ase to: Contract sum not to exceed $ Contract time calendar days.
FIEINETE < LContract sum not to exceed § ( ) Contract time calendar days.
Last Name
Authorized by OWNER: Acknowledged by
Email Address CONTRACTOR:
m Gompany
. Address: Address: Address:
Title: [~ DocuSigned by: by
By Um aL ar By\Awa pm p By
Text S — T
Date \QA“; Date
Checkbox 2/17/2017 | 08:46:03 AM CST /17/2017 | 09:41:01 AM CST

4. Click Finish to complete the DocuSign.

‘ FINISH

OTHER ACTIONS ~

5. Select a contractor from the Available Users box, click the arrow to move to the Selected Users box.
6. Click Continue to move it to the next step.

Construction Change Directive (CCD) - 5 Instructions
. Success X
You have successfully signed the document(s).
Sign Document(s)
Click the "Continue’ button to move the process to the next step.
Click here to review the document(s).
Add actors to the next step
Available Users Selected Users
VMNDR, Mailor Vendor (mnscu)
>
<
‘ Continue Cancel
Contractor Signs CCD (Actor: Contractor)
Contractor review and sign the CCD. Follow the instructions in the blue area.
1. Contract select “Submit” and click Take Action to move to the next screen.
‘ Submit V| TakeAction = CheckSpelling = Print = Save  Cancel

*

Rev. 1/8/25 9 Construction Change Directive (CCD)



2. Click the link “Click here to review and sign the document(s)”

Construction Change Directive (CCD) - 5

Note

This action requires at least one eSignature before moving the process to the next step.

Sign Document(s)

‘CIick here to review and sign the document(s).

Watch this brief video to see the signing process in action so you know exactly what to expect.

Cancel

3. Click “Continue” to remove the grey box cover. Scroll down to the signature section in the PDF. Drag and
drop the Signature, Date, and Title from the FIELDS pallet into the appropriate signature block.

o
m
=
=]
o

& | Signature

Initial

First Name
Last Name
Email Address

Gompany

® B @ M M = EE E

Title

1%

Text

<]

Checkbox

Attachments:

Increase to: Co

PROPOSED ADJUSTMENTS

ct sum not to exceed $

exceed $ ( )

Contract time

Determine adjustments to the Contract Sum and the Contract Time as provided in Article 7.3 of AIA Document
2007, as modificd by the Minnesota State Colleges and Universities,

Contract time calendar days.

calendar days.

Issued By horized by OWNER: Acknowledged by
ARCHITECT/ENGINEER: CONTRACTOR:
Address: Address: Address:
(—Dwusinm:d by — DocuSign 3 e MincuSigacd by
By U‘“ e By [ mam pw pu w CONEFALEDY (i
FFIBECIN2508468 AERSRACTIRE T e
Date Date Date

2/17/2017 | 08:46:03 amM CST

2/17/2017 | 09:44:16 aM CST

\2/1?/201;’ 10:07:32 AM CST

4. Click Finish to complete the DocuSign.

Rev. 1/8/25
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5. Click on Continue to move it to the next step.

Construction Change Directive (CCD) - 5

Success ®

You have successfully signed the docurnent(s).

Sign Document(s)

Click the "Continue’ button to move the process to the next step.

Click here to review the document(s).

» Continue Cancel

Initiator Receives Executed CCD (Actor: A/E)

1. The initiator reviews and confirms that the CCD document has been signed.
Take Action

Check Spelling || Print || Copy | Delegate | Save | Cancel
Project: “ailor test
Process Document: o Overall Due Date:
Show History | Cument Actors
Current Workflow Step: Initiator Receives Executed CCD Show Workfiow Step Due Date:
Diagram
#supject | [lco
Status: Pending
Details | Comments (0) Documents(1) | Attached Processes (0) | Attached Forms (0} | Attached To (0)
Expand All | Collapse Al
Construction Change Directive (CCD) Document ~
Construction Change Directive (CCD)
CCD (Fully Executed): ) First-time e-Builder Users.pdf (version 1)
Properties | Download (267.1K8) | Redline
Construction Change Directive (CCD) Details ~
Construction Change Directive (CCD) Details
Directive Number: | 001
Detailed Description: | Test
Date of Issuance: | 01.09.2025

CCD Amount: @

Proposed Basis of
Adjustments:

Is this a No Cost Change?:
Is Construction at Risk
Contingency?: @

CM@R CCD Amount:

If Other, Describe:
CCD Disclaimer: @

Moua, Mailor K (ap7743np@minnstate edu) is signed in
Enter the CCD amount increase to the Contract sum not to exceed.
100.00

No

Select “Yes™ if this CCD is 2 Construction Manager at Risk Contingency change. This is not an additional increase to the GMP.
Enter the CCD Amount into the CM@R CCD Amount below.
No

Enter the CM@R CCD amount

You are hereby directed to make the following change(s) in this Contract: (Describe briefly any proposed changes or list any attached
nformation in the alternative)

Take Action | | CheckSpelling | Print | Copy  Delegate | Save || Cancel

2. Select “To Contractor” and click Take Action.

-‘ To Contractor

v | Take Action Check Spelling Print

L)

Save Cancel

Copy

3. Select a contractor from the Available Users box, click the arrow to move to the Selected Users box.
4. Click “To Contractor” to move it to the next step.

CCD With NO Cost Change.

If the CCD is not a cost change, after taking the action, it will route to the Contractor for acknowledgment of receiving
the fully executed No Cost CCD. Once Contractor takes the action in this step, Contractor Receives No Cost CCD, it will
move to the Finish and can be included in a Change Order process.

Rev. 1/8/25
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Contractor Proceeds — Finalizes Price (Actor: Contractor)

A CCD with Cost will route to the Contractor to enter the final pricing for the CCD after the work has been completed.

1. Upload Contractor’s Finalized Detailed Pricing
2. Enter the Actual dollar amount into the Final Price of the work field.
3. Select “Submit Price” and click on Take Action.

Project:
Process Document:

Current Workflow Step
* Subject:

Status:

Details = Comments (0) | Documents (1)

Expand All | Collapse Al

CCD Document

CCD (Fully Executed)

Final Pricing

*mailor test
CCC5-5
Show History | Current Actors

Crverall Due Date:

Contractor Proceeds-Finalizes Price  Show Workflow Step Due Date:
Diagram

e

Pending

Attached Processes (0)  Attached Forms (0) | Attached To (D)

Construction Change Directive (CCD) Document

1_ First-time e-Builder Users.pdf (version 1)

Properties | Download (267.1KB) | Redline

Contractor upload supporting documents for the final pricing and enter actual dollar amount.

— * Contractor's Final Price for

‘Worlc

* Contractor's Finalized
Detailed Pric'ng:ﬂ

Enter the dollar amount for the contractor's final price for work,

or | Browse Computer Browse e-Builder

Construction Change Directive (CCD) Details

Directive Number: 00
Detailed Description: Test
Date of Issuance: 01.08.2025
CCD Amount: Enter the CCD amount increase to the Contract sum not to exceed.
100.00

Proposed Basis of Adjustments:

Select "Yes™ if this CCD s 3 Construction Manager at Risk Contingency change. This is not an additional increase to the GMP. Enter the CCD
Amount into the CMIE@R CCD Amount below,

Mo

Enter the CM@&R CCD amount.

Is Construction at Risk
Contingency?

CM@R CCD Amount: @

If Other, Describe:
CCD Disclaimer @ You are hereby directed to make the following change(s) in this Contract: (Describe briefly any proposed changes or list any attached information in the

alternative)

v|| Take Action Print Save | Cancel

T

Submit Price Check Spelling Copy Delegate
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A/E Review of Actual CCD Price (Actor: A/E)

Contractor has entered the final cost of the work. AE review the final dollar in the “Contractor’s Final Price for Work:”

field. Follow the instructions in the blue section below. Select the action “Accept Price,” click Take Action to move it to
the next step.

Pracass Document: Cops-5 Owerall Due Date:
Shaw History | Current Actars
Current Workflow Stepe AJE Review of Actual CCD Price Show Warkflow Diagram Step Due Date:
* Sibject [Fco
Status Pending
Jetails | Comments (0] Documents (2] Attached Processes (0 Attached Forms [0] Attached To (0

INSTRUCTIONS

INSTRUCTIONS

The Contractor has indicated their Final Pricing below and have attached Supporting Documentation. Review and confirm that
YOU AGREED with the final pricing.

IF YOU DISAGREE, Take Action "Revise” and enter Comments to explain your disagreement

CCD Document

Fully executed Construction Change Directive (CCD) Document
CCD (Fully Executed): 1] First-time e-Builder Users pdf (verzion 1

Final Pricing

Final Pricing

ts for the final pricing and enter actual dollar amount.

Contractor upload supporting d

B

Contractor's Final Price for Work: Enter the dollar amount for the contractor's final price for work,
150.00
Contractor's Finalized Detailed Pricing: @

M| CCAdocx (version 1)

Construction Change Directive (CCD) Details

Date

EnCeE:

CCD Amount:@ Entar the CCD ameunt increass to the Contract sum not to exceed.

Co

nstruction Manager at fizk Contingency change. This is not an additional increase to the GMP. Enter the CCD Amountinto the CM@R CCD

You are hersby directed to make the following changels) in this Contract (Describe briefly any proposed changes or list any attached information in the altemative)

| Accept Price bl | Take Action Check Spelling Frint Copy Delegate Save

Cancel
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PM Reviews and Accept final CCD Price. (Actor: PM)

The Project Manager reviews the final price of the CCD. Follow the directions in the INSTRUCTIONS section in the blue
area below. Confirm that the final price is correct then select the action “Approve,” click Take Action to move it to the
Finish step. The CCD is ready to be included in a Change Order process.

o R v g e ey [N JR—

Overall Dus Date:

Cun b varkf Swep Due Date:

Details Comments (0] Documents (2) Attached Pracesses (0] Attached Forms (0] | Attached To (0)

Expand All | Collapse Al

INSTRUCTIONS *
INSTRUCTIONS

The Contractor has indicated their Final Pricing below and have attached Supporting Documentation. Review and confirm that YOU AGREED with the
final pricing.
IF YOU DISAGREE, Take Action "Revise” and enter Comments to explain your disagreement
CCD Document ~
Fully executed Construction Change Directive (CCD) Document
CCD (Fully Executad): % First-time o-Builder Users.pdf (version 1)
Froperties | Dewnload (267.1K8} | Redline
Final Pricing -

Final Pricing

Contractor upload supperting documents for the final pricing and enter actual dollar amount.

Contractor's Final Price for Work:

Enter the dollar amount for the contractor's final price for wark.
15000

Contractor's Finalizad Detailed Pricing:@

i CCA docx (version 1

Froperties | Dewnioad (1 OMB} | Redline

Construction Change Directive (CCD) Details

01092025

Enter the CCD amount increase to the Contract sum not to exceed.

= Construction at Risk Contingency?- @ Select

CM@R CCD Amount @ Enter the CM@R CCD amount.

¥ou a2 hersby directed to make the follawing change(s] in this Cantract: (Describ briefly any propassd changes o list any sttachad information in the aftemative)

Take Action I:he(upd\inq Print || Copy | Delegate | Save || Cancel

T

Finish Step (Actor: None)

This CCD process sits in the Finished step and will be available to be select and bundle into a Change Order (CO) process.

Rev. 1/8/25 14 Construction Change Directive (CCD)



