Date:
______________
Memorandum
To: 

Contracting Officer
Through:

Contracting Officer’s Representative

From: 

Construction Management Representative
Reference:

(Park) , Contract No. ____________, PMIS _________, (Project Title)
Subject:

Justification, Modification No. ____
Bid Item No. ____
(Add description, cause, need, and consequence if work is not performed.)


(Add, Deduct, No Cost Change)




($XX.XX)
Bid Item No. _____
(Add description, cause, need, and consequence if work is not performed for each of the items listed below).

a.


(Add, Deduct, No Cost Change)




($XX.XX)


b.


(Add, Deduct, No Cost Change)




($XX.XX)

c.


(Add, Deduct, No Cost Change)




($XX.XX)

Total (Add, Deduct, No Cost Change) 
Bid Item No.____
($XX.XX)
New Bid Item No. ____
(Add description, cause, need, and consequence if work is not performed.)


(Add, Deduct, No Cost Change)




($XX.XX)
The modifications discussed above are all an integral part of the work of this project and are necessary to produce a satisfactory, finished product.  The prices, as discussed in the Record of Discussions with the Contractor, are reasonable.  I therefore recommend approval of this modification.
(Name)

CM Representative

I recommend approval of this modification.

(Name)

Contracting Officer’s Representative






