Date:
______________
Memorandum
To: 

Contracting Officer
Through:

Contracting Officer’s Representative

From: 

Construction Management Representative
Reference:

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

Record of Negotiations, Modification No. ____
Bid Item No. ____
(Document how the discussions on costs and time were arrived at.)


(Add, Deduct, No Cost Change)




($XX.XX)
Bid Item No. _____
(Document how the discussions on costs and time were arrived at.)

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. ____
(Document how the discussions on costs and time were arrived at.)

(Add, Deduct, No Cost Change)




($XX.XX)
(Summarize your discussions with the contractor concerning time.  What was requested, discussed, recommended, and which item this pertains to.  Include the total number of days recommended and the proposed change to the contract completion date.)
All prices discussed for this modification are fair and reasonable.  I, therefore, recommend approval of this modification.
(Name)

CM Representative

I recommend approval of this modification.

(Name)

Contracting Officer’s Representative






