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INTRODUCTION 
 
Change orders are not accomplished until the NECA Contracting Officer (CO) and the contractor 
have both officially signed them.  Since the contracts are issued by NECA, the IHS Project 
Engineer only provides technical assistance to NECA regarding the work performed under the 
contract making sure the Contractor complies with all conditions of the contract.  The IHS 
Project Engineer has no authority to tell a NECA Contractor what to do.  However, when a 
change order to a NECA contract is needed, generally the change order will be initiated through 
the recommendation of the IHS Project Engineer.  Attached is a form which is used to have the 
IHS Project Engineer recommend to the CO that a change order needs to be issued on an active 
NECA contract.  Public Law 93-638 contracts are not covered by this Guideline. 
 
PROCEDURE 
 
It is important that the method used be simple and quick to get the recommended information to 
the NECA CO as soon as possible so that he can issue the change order.  The attached form has 
been developed to accomplish this and should be used as follows: 
 
1. After the need for a change order has been determined and the IHS Project Engineer assures 

that there is adequate funding to cover the change order, he should verbally discuss with the 
contractor (and so note in his log book) on the scope, cost, and time extension, if any, 
required because of a change.  The IHS Project Engineer should make certain that the 
Contractor understands that this is only a tentative understanding until the change order is 
formally issued by the CO.  The Contractor is not authorized to accomplish the work covered 
by the change order until he receives approval from the CO.  The IHS Project Engineer fills 
out the “recommendation for change order” form with the concurrence of the District 




