SUPPLEMENTAL AGREEMENT 

TRANSMITTAL LETTER

Date:       
To: District Construction ADE FORMTEXT 

     
 
From:       
Contract Change Record – SP      
  Contract No.      
S.A. Number      
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 FORMDROPDOWN 
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Secondary (Optional – for Information only)
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Entitlement: Why is the contractor entitled to an adjustment (or DOT entitled to a credit). What is the change? Who is responsible for the change? Here it is best to briefly describe the change encountered. It is very important to cite the portion of the contract (spec, provisions) that supports the entitlement. *If the decision is made to change the scope of a project with a Supplemental Agreement, district management needs to be aware of it and approve it.  A statement must be included specifically addressing the scope change with a concurrent statement signed by District Management and documented in this justification transmittal.   
Impact: Impact to the project schedule needs to be addressed. Was the progress controlling operation impacted? If so, was the delay avoidable or unavoidable? How was the contractor's efficiency impacted? Did the contractor accelerate? Describe how any time extensions were determined. 
Cost: Cost estimate of the agreement should be justified; indicate concurrence by Mn/DOT Estimating. Include a breakdown of the basis of any negotiated price; for example, the negotiated unit price per cubic yard includes a material price, price to haul, price to place plus markup. Statements comparing the negotiated price to average bid prices or to original request from contractor may be added. If you are performing Force Account work, indicate the estimate for labor, equipment and materials separately.  All backup information for negotiated prices should be retained in the project file. 
Other: If using Force Account, explain why.  You should also include any other information that may indicate why this SA is in the public interest. Some of these may not be part of your written agreement but may be important nonetheless such as commitments made by the Department, political considerations, potential claims, etc. 
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