APPENDIX 9 D

Board of Regents of the University System of Georgia
Procedure for Post-Bid Addendum

(GSFIC Projects)
revised 12-00
1.
Board of Regents receives a request from the institution (sometimes from the architect) for a change in the design of a project that is under construction requesting permission to contact the architect directly to incorporate said change(s) into the contract documents.

2.
The BOR Program Manager reviews the merits of the request in consultation with the AssistantVice Chancellor (or the Vice Chancellor) and determines action on the request. The change must be absolutely necessary and estimated to be within the project budget.

3.
The BOR Program Manager writes to the Director of Construction Division, Georgia State Financing and Investment Commission (GSFIC), asking that an incumbrance number be issued authorizing a Post-bid Addendum to provide for the requested change(s).  A copy of the request from the institution is included in the letter to the Director.

4.
GSFIC replies with a form letter in which they establish a Post-bid Addendum or Incumbrance Number.  They send a copy of their letter to the architect for the project directing them to contact the appropriate person at the institution in order to prepare the Post -bid Addendum.

5.
The architect then prepares the Post-bid Addendum, secures the approval of the appropriate person at the institution, and the institution sends the two (2) approved copies of the Post-bid Addendum to the BOR Facilities Office.

6.
The BOR Facilities Office reviews and indicates approval if appropriateof the Post-bid Addendum and forwards one (1) approved copy to GSFIC. (The Assistant Vice Chancellor signs the approval letter.) GSFIC then requests the architect to prepare a change order to the construction contract.

Request GSFIC initiate a Post-Bid Addendum
BOARD OF REGENTS OF THE UNIVERSITY SYSTEM OF GEORGIA

270 Washington Street, S.W.

Atlanta, Georgia  30334

OFFICE OF THE VICE CHANCELLOR
Date
(404) 656-2246

FOR FACILITIES






FAX 651-9301

Mr. John R. Butler, Jr., Director 

Construction Division

Georgia State Financing and Investment Commission

Suite 1002 - West Tower

2 Martin Luther King, Jr. Drive, S.E.

Atlanta, Georgia   30334

RE:
Project No. _____

Project Name

Institution

City, Georgia

Dear Mr. Butler:

Enclosed is a letter from  Institution Name requesting  to describe project example: to  install the landscaping and irrigation as a separate project  Please issue an incumbrance number authorizing a post-bid addendum to provide for this change.   Thank you for your assistance.

Sincerely, 

Assistant Vice Chancellor for Facilities

cc:
President

CBO

DPO

BOR PM

Project Construction File

Request Architect to prepare Post Bid Addendum Documents 
BOARD OF REGENTS OF THE UNIVERSITY SYSTEM OF GEORGIA

270 Washington Street, S.W.

Atlanta, Georgia  30334

OFFICE OF THE VICE CHANCELLOR
Date
(404) 656-2243

FOR FACILITIES


FAX 657-7433

Void
12/29/00
Address to the Architect :


Project No. _____

Project Name

Institution

City, Georgia

Dear ____________:

You have a copy of a letter dated _______________ from the Georgia State Financing and Investment Commission to us authorizing Post-Bid Addendum No. _____ on the subject project to provide _____________________ for the subject project. 

Please prepare the Post-Bid Addendum, secure the approval of the institution, and forward two copies of the Post-Bid Addendum to this office for further processing. Do not send it directly to the GSFIC as this will delay the process. Please call if there are any questions.

Sincerely,

___________________________

Vice Chancellor for Facilities

cc:
President

CBO

DPO

BOR PM

Project Construction File

BOR Approval of Post Bid Addendum 
BOARD OF REGENTS OF THE UNIVERSITY SYSTEM OF GEORGIA

270 Washington Street, S.W.

Atlanta, Georgia  30334

OFFICE OF THE VICE CHANCELLOR
Date
(404) 656-2246

FOR FACILITIES


FAX 657-7433

Mr. John R. Butler, Jr., Director

Construction Division

Georgia State Financing and Investment Commission

Suite 1002, West Tower

No. 2 Martin Luther King, Jr. Drive, SE

Atlanta, GA 30334

RE:
Project No. _____

Project Name

Institution

City, Georgia

Dear Mr. Butler:

We have approved Post-Bid Addendum No. ____ to provide ______________. The architect estimates the changes will cost approximately $________.  We understand there is approximately $____________in the project contingency. A signed copy of the documents is enclosed from the institution.

Sincerely,

________________________

Assistant Vice Chancellor for Facilities

Enclosure

cc:
President

CBO

DPO

BOR PM

Project Construction File
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