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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). 
 

 
 

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

1. Click Projects from the Top Navigation tabs. 

 

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

3. Select Processes from the Project Menu on the left-hand side. 
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4. Click on Start Process 

 

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

 

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

1. PM reviews all information and any attachments in the process. 

2. Select the action “Submit,” click Take action to forward it to the next step. 

 

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. 

                                                                                                                                                                                                                                                           

 



Rev. 1/8/25 6 Construction Change Directive (CCD) 

3. Select “Issue CCD” and click “Take Action” to move it to the next step. 

 

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. 

 

 

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. 
 

 
 
 

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

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

 

 
 
 
 
6. Click Finish to complete the DocuSign. 
 

 

 

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

 
 
1. PM select the action “To Contractor,” click Take Action. 

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

 
 
4. Click Finish to complete the DocuSign. 

 
 

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. 
 

 

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

  
 
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. 
 

 

 
4. Click Finish to complete the DocuSign. 
 

 

 

 



Rev. 1/8/25 11 Construction Change Directive (CCD) 

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

 

Initiator Receives Executed CCD (Actor: A/E) 
1. The initiator reviews and confirms that the CCD document has been signed. 

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

 

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. 
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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. 
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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. 
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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. 

 

 

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.  

 

 

 

 


