
PALM BEACH COUNTY 
BOARD OF COUNTY COMMISSIONERS 

'1D-'L. 
AGENDA ITEM SUMMARY 

Meeting Date: November 1, 2011 [ ] 
[ ] 

Consent 
Workshop 

Department: Office of Financial Management & Budget 

I. EXECUTIVE BRIEF 

[X] Regular 
[ ] Public Hearing 

Motion and Title: Staff recommends motion to: rescind former Board direction to include one 
Commissioner to be a voting member of the Contract Review Committee and approve revisions to 
PPM #CW-F-050 accordingly. 

Summary: On June 11, 1991 the Board approved Resolution R-91-810 which provides a means to 
implement contractual authority for construction contracts. It establishes the Contract Review 
Committee that shall consist of three permanent voting members: County Engineer, County Attorney, 
and Director of the Contract Administration Division/OFMB Department. The Committee meets 
weekly and reports its activity to the Board monthly as a receive-and-file agenda item. On July 27, 
1993 the Board held a workshop to review the County's current change order policies and during that 
workshop determined that one Commissioner should sit on the Committee but have no authority to 
override the Committee. While the Countywide Policy (CW-F-050) was revised to include the 
Commissioner membership, the Resolution was never amended. Initially, Commissioners took turns 
attending Committee meetings, but there has been no Commissioner participation for several years. 
Due to the Sunshine issues that are present when a Board member sits on the Committee and 
considering that. the Commissioner-member was given no authority to override the Committee, staff 
recommends the Board rescind the 1993 direction to add a Commissioner and return to staff-only 
membership as authorized in Resolution R-91-810. Countywide (PFK) 

Background and Policy Issues: In 1991 the BCC approved a resolution establishing contractual 
authority for construction contracts and establishing a Contract Review Committee to review and 
approve/reject specific contracts, task orders and change orders. This Committee (also referred to as 

the Change Order Committee) includes three specific County staff members as permanent voting 
members. The Committee meets every Wednesday and reports its activity monthly as a receive-and
file Board item. During a 1993 Workshop discussion of the County's change order policies, the BCC 
determined that one Commissioner should sit on the Committee but have no authority to override the 
Committee. While the Countywide Policy (CW-F-050) was revised to include the Commissioner 
membership, the Resolution was never amended. 

Initially, Corn.missioners took turns sitting on the Committee, but there has been no Commissioner 
participation for several years. Due to the Sunshine issues that are present when a Commissioner 
participates and considering that the Commissioner-member of the Committee has no authority to 

override the Committee, staff recommends the staff-only membership of the Committee stand as 
authorized in Resolution R-91-810. 

Attachments: 1. Resolution R-91-810 
2. Minutes from July 27, 1993 Workshop 
3. Proposed revised PPM #CW-F-050 

Recommended by: 

Approved By: 



II. FISCAL IMP ACT ANALYSIS 

A. Five Year Summary of Fiscal Impact: 

Fiscal Years: 

Capital Expenditures 

Operatine: Costs 

External Revenues 

Program Income (County) 

In-Kind Match (County) 

NET FISCAL IMPACT 

# ADDITIONAL FTE 
POSITIONS (Cumulative) 

2012 

None f 

Is Item Included In Current Budget? 

2013 

None None 

Yes No 

2014 

Budget Account No: Fund __ Agency __ Org. __ Object __ 

B. Recommended Sources of Funds/Summary of Fiscal Impact: 

2015 2016' 

None None 

4J There is no fiscal impact to changing the membership on the Contract Review Committee. 

III. REVIEW COMMENTS 

A. OFMB Fiscal and/or Contract Dev. and Control Comments: 

B. Legal Sufficiency: 

Assistant Coun 

C. Other Department Review: 

Department Director 

This summary is not to be used as a basis for payment. 
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ATTACHMENT 1 

RESOL"lJ.TION NO. R-91- 810 

RtSOLUTION AMENDING BOARD POLICY 
REGARDING. CHANGE ORDER AUTHOR! ZATION 
FOR CONSTRUCTION CONTRACTS AND TASK 
ORDER. AUTHORIZATIONS ISSUED AGAINST 

----~ANNUALCONTRACTS ·wlTH --·ARCHITECTS AND 
ENGINEERS 

WHEREAS, the Board of County Commissioners 

adopted· previous resolution number R-89-633 on· April 4, __ ,. 

1989 (item BC-1) establishing policy #O-oi1 regarding 

change ·order authority for construction contracts and task 

order authorizations;-and 

WHEREAS, by resolution since 1974, the Board of 

county Commissioners of Palm Beach county has delegated the 

authority to specific department heads to administratively 

issue work change orders for construction and professional 

services contracts in excess of the original contract; and 

WHEREAS, it has been benef i.cia l to 

expeditiously authorize a<lditional services and expenses 

for continuing work thereby resulting in fewer delays to 

complete necessary work; and 
I 

WHEREAS, in the continued interest of 

.expediting budgeted projects while maintaini_ng prop~r 

control of contract expenditures through· establ_ishment of 

a County-wide policy; and 

WHEREAS, ·said policy shall include specific 

levels of authority and a permanent committee to approve or 

deny charige orders, work task orders and/or additional 

services at specific dollar amounts; and 

WHEREAS, the County Commission wishes to revise 

the aforementioned policy to include the following 

provisions: repealing resolution R-85-1407, providing a 

means to implement contractual authority for construction 

contracts as delegated by County ordinance #90-25; 

providing .. for a change in committee name i:o the Contract 

_ R_e\l_~_ew Committee; providing for a method to handle time 

extensions and change order decreases __ for ... c·onstruchion-· 

contracts; providing for intern.al reporting of notices to 
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, .... · 
\. :.· 

proceed; and providing for corr~sponding revisions to the 

committee by-laws. 

NOW,. THEREFORE, BE IT RES.OLVED BY THE ..BOARD OF 

COUNTY COMMISSIONERS OF·PALM BEACH.COUNTY, FLORIDA· that the 

revised policy _attachecj. hereto as Attachment A is hereby 

adopted. 

The foregoing resolution was offered by 

Commissioner M __ cc_a_r_t~y _____ _ Who moved' its a_doption. The 

motion was seconded by Commissioner __ E_l_m_q-u_i_s_t _____ _ 

and upon being put to a vote, the vote was as follows: 

) , · JOHN B DUNKLE, CLEF?K 
· · · ·, ·A'I''f'E_ST ?oard of ~our,trfomfl)!s~,or.ars 

"~- ·.··. all"-i kL."1£-J'.<-LL 
r. ' : ~ . o • EPUTY CLERK 

'' :,::Johti,.J3_: Dunkle, Clerk 

APPROVED /\.S 1'0 FORM ANO 
LEGAL SUFFICIENCY 

__ l_k 5.Coot-
Van B. Cook 
County Attorney 

2 

Aye 

Karen T. Marcus, Chair 

Aye 

Carole Phillips, Vice-Chair 

Aye 
Carol A, Roberts 
Aye 

Carol J. Elmquist 

A)'•: 

Mary McCarty 

Ah~cnt 

Ken Foster 

Aye 

Maude Ford Lee 

R9l -BlO 
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PALM BRA~H COUNTY 

BOARD OF COUNTY COMMISSIONERS 

COUNTYWIDE POLICIES 

SUB~CT: contract and Change Order Authority 
for Construction, Engineering and 
Architectural Contracts 

POLICY NUMBER: Q - 011 

REFERENCE: 

DATE ADOPTED: 

DATE AMENDED: 

Board of County Commissioners 
Resolution R-89-633 

April 4, 1989 

April 23, 1991 

The following policy applies to: 

1. All construction contracts 

2. Contracts w.i.th architects, engineers, land 
surveyors, and landscape archi.t:.ects which are 
entered into in compliance with Florida 
Statutes 287,055. 

This policy shall supplement the previously approved poiicy adopted 
on November 15, 1988 entitled "Board Policy Regarding Long-Term 

r' ~?.~!:-.!'E..~Ss ___ fprN _Palm Dench County with Arc hi tee ts, Engineers and 
Related Services" (Policy number 0-008). This policy is intended 
to apply to a majority of routine contract situations which.can be 
efficiently handled by county staff but shall not limit the ability 
of the Board of County Commissioners to implement project specific 
change order policies for present or future major County projects. 

DEFINITIONS -- For the purposes oi this_policy: 

"Lead Department ( s)" shall mean the water Utilities Department 
limited to the Director of Water Utilities; the Engineering 
Department limited to the County Engineer, Deputy County Engineer 
and the Assistant County Engineer; the Facilities Planning Design 
and Construction Department, limited to the Director of Facilities 
Planning Design and Construction; and the Department of 

R91 810 



Env ironm~ntal Resources ~Management, 1 imi ted to. the' Director of_lhe 
Eny ir9nmental Resour_ces f!anagement ·Department. 

''User Department.( s J ." ;hall mean those County departments which 
initiated the original contract reguirement""and are not included in 
the Lead Department definition above .. 

1 .. There shall be established a permanent Contract _Review 
-----Cononittee hereinafter referred to as the "Committee" to review· 

and approve/reject specific design and construction contracts, 
task orders against annual design contracts and, change order 

.. requests from Lead and User departments within the limitations 
set forth in this Board Policy. This Committee ·shall consist 

•· of three permanent voting members: ·county Engineer, County 
Attorney, and Director of the Contract Administration 
Division/OFMB Department. The Director of the user Department 
may also sit on the Comm{ttee during deliberations which 
affect the user Department and shall first obtain -sign-off 
approval by the appropriate Assistant County Administrator for 
any item brought to the Committee for consideration. Members 
of this Committee may de.iignate, in writing, any individual 
within their department to attend meetings they are unable to 
attend. This Committee shall draft, and subsequently revise, 
as necessary, by-laws for operation .which will become a 
supplement to this policy. Said by-laws may include, but are 
not limited to, a procP.dure for breaking tie votes, frequency 
of meetings, selection of a chairperson, format for design and 
construction contracts, change ordera and work task order 
rP.~uests, and a procedure for the User Department to follow if 
the requested action is rejected. 

2. Any contract, change order, work task order or any additional 
services within the over-all scope of the contract which is 
approved by the Lead Department or Committee in accordance 
with this policy shall be submitted to the Board of County 
Commissioners and the Clerk's Finance Department by the 
Contract Administration Division within thi'.rty ('30) days after 
the end of the month of approval by the Lead Department or 
Committee. A swnmary of approved items shall then be Jt,laced 
on the next available Board agenda by the Clerk• s .. Qfficei' as a 
Receive and File item. Any contract, change order, work task 
order or additional service exceeding the limitations 
specified in th.is policy must be approved by the Board of 
County Commissioners prior to notice to proceed being issued· 
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· · .. to the contractor . or consu). ta'ht. · Work task orders, change 
orders ·and additional services m4st be directly related to the 
scope of wo,rk delineated in the q_riginal ag·reement. 

3. Prior to a contract, change order, work t-ask order, or 
additional service being approved under the terms· of this 
policy by the Lead Department or the Committee, s·ufficient 
funds for the a~thorization must be available in an 
appropriate, approved budget line item. 

4. The following approval authority is- l)eieby effective for 
authorization of contracts for construction, when awarding to 
the lowest bidder and using a standardized contract format 
approved by the Board of County Commissioners: 

A. The County Engineer and the Director of Water 
Utilities shall be authorized to execute 
standard individual ~on tracts up to and 
including the amount of $50,000 upon prior 
review and unanimous approval of the 
Committee. 

B. The Lead Department shall be authorized to 
approve change orders to contracts approved in 
accordance with this section up to and 
including the cumulative amount of $5,000. 
Al 1 change orders exceeding this cumulative 
amount must be approved by the Board of County 
Commissioners. 

5. The following approval authority is hereby effective for 
authorization of work task orders to continuing (annual) 
.agreements, as defined in Florida Statutes 207. 055 ( l) ( g): ,i 

A. 

B. 

c. 

The Lead Department shall be aut_horized to 
approve individual work task orders·, .. within -
the over-all scope of the ·original ,agreement, 
up to and including the amount of $10,000. 

The Committee shall be authorized to approve 
individual work task orders, within the over
all scope of the original agreement, up to and 
including the amount of $50,000. 

The cumulative amount of the sum of all work 
task orders issued under any individual 
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d . ~;, 
agreement may not __ exceed the budgeted amount 
·approved by the Board of C.ounty Commissioners_. 

6. T!;le following· approval authority is hereby effective for 
approval of change orders to individual construction 
contracts, arid for: modifications to--::-agreements with 
architects, engineers, landscape architects and land surveyors 
which are not continuing contracts under the provisions of 
Florida Statutes 287.055 (1) (gj: 

A. The Lead Department shall be authorized to 
approve each change order within,the over-'all 
scope of work or each additi_onal -service 
( including reimbursables) related to the 
project up to and including the amount of 
$10,000. The Lead Department shall not 
"approve change orders and/or additional 
services exceeding a cumulative amount of 
$25,000 for each contract. 

B. The Committee shall be authorized to approve 
each change order within the over-all scope of 
work or each additional service (,including 
reimbursables) related to the project up to 
and including the amount of '·'$50, 000. Combined 
approvals by the Lead Department and the 
Committee shall not exceed a cumulative amount 
of $100,000 tor each contract. 

C. Time extension~ for conatruc tion contracts mily 
be authorized> on a cumulative basis as 
follows: not to exceed thirty ( 30) d~ys by 

.. the Lead Department; not to exceed ninety (90) 
days by the Committee; and over ninety (90) 
days by the Board of county Commissioners. 

D. The dollar amounts specified in sections 6A 
and 6B above shall also apply. to contract 
decreases via change order or modification; 
provided, however, decreases in amounts shall 
not be used to offset increases in amounts on 
the same change order to determine the total 
dollar amount of the change order and 
corresponding .limitations of this policy 
unless increases and decreases are directly 
relat.ed. 

R91 810 
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7. A copy of the contr·acto:c' s Notice to Proceed for each 
construction contract must be. simultaneously sent to the 
Contract A<l.ministratio·n Di_vision by the User~ bei'iartrnent. 

8. When the cumulative value of change orders exceed the $100,000 
limitation in this policy, such change order-must be approved - . by the Board of County Commissioners.. When thi:3 e:pproual 
occurs, then the effeet•i,e ewnulathte f!:fflounts for purpose of 
det.erminit1g t:.he lifflit:at.iens st.-ated in this polic} re,ert bee!< 
to zero. All subsequent change orders between $0 and $50,000 
must be approved by the Committee, provided, however, a COJ;lY 

of such change orders shall be sent or delivered to each 
County Commissioner at least· two (2) days prior to the next 
scheduled Commit:tee meeting. ·should any Commissioner advise 
the Contract Administration Division of concerns or gyestions 
regarding any specific change order prior to the scheduled 
meeting, the committee shall not approve that s·pecific change 
order until the concerns or questions are addressed and 
answered to the satisfaction of the ingyirin_g_Commissioner. 

9. $µbj ect to approval of this pol icy, subsequent contractual 
documents for construction and professional services shall 
contain language to effectuate the provisions of this policy. 

10. Resolution R-05-1.3 96, R-05-14 07, and R--00- 774 are hereby 
repealed. 

R91 810 
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members of the Board ·of County Commissioners __ ..!!.!:1.1, the Clerk's 
Finance Depart!ll.!c!Dt for i·nformational purposes. · 

12. FINAL ACCBPTANC& .AND FINAL PAYMENT. The CDmmittee shall 

B 

review and.approve the.final acceptance and final payment of 
all construction projects, thus eliminating these items from 
the Board Agenda .. The C6ntr~ct .Administration.Division shall 
ft'taiataia a reeerEI ef all f.kilal · aeeeptaaee aAd fia'ar~aymea1; 
appro,als·, include these items in the monthly report to the 
Board and the Clerk's Finance ·Department. ,,-·> 

13. CONTRACTS AFFECTED. These by-laws shall apply to all 
currently eitisting contracts and all future executed contracts 
for construction and professional design services only. 

14. APPROVJU. OF BY-LAWS. The~ __ py_,-laws were approved unanimously 
by Chaage OrElcl!' Comm.i:tt:ee· members. oa J1rne 2 1 1989 Changes or 
amendments to these by-laws must be approved by the Board of 
County Commissioners. 

3/18/91 
COBY-LAW 

ll0IJ~1032 i'!r,f. 452 
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cpNTRA_CT REVIEW 
COMM.ITTBE BY-LAWS 

1. AUTHORITY. The Palm Beach County Contract Review 
Committee (here:j._nafter referred to _ a_s· Committee). was 
establi_shed by Resolution R89-633 approved by the Board of 

· County Commissioners on April 4, 1989. The duties and _,,.) 
responsibilities of the Commi_ttee are set forth in Resolution· 
Policy .f0-011. Palm Beach County Ordinance it9u=75--;-sect:Ion 
III-F further delegatei+, certqin specific contractual authority 
to the Cou?\tY Engineer and Director of Water Utilities. · 

__:...J,':,. --- ·------· ·------· 

2. MBMBBRSHIP. The Committee is composed of three (3) voting 
members: one member of the county Engineer's -off ice, o · n· e · 
member of the County Attorney's .office, and one member of 
the office of OFMB/Contract Administration. 

3. PRESIDING OFFICER. The Director of Contract Administration 
shall preside over the meetings of the Committee. In his/her 
absence, the County Engineer or designee shall preside. 

4. QUORUM. Members from all three (J) designated voting 
departments (Engineering, County Attorney, and OFMB/Contract 
Administration) must: be present to conduct: Cammi ttee business. 
A simp1e majority of voting members present is required to 
approve any change order or work taak order. A unanimous vote 
is required t:o approve any original con.tract:. In order ,.to 
assure contim,ity, only members or their designees in writing 
shall be allowed to vote. In case of a tie vote, the motion 
will be considered failed. 

5. MEETINGS, Committee meetings will be held as noticed at the 
Engineering Complex 5th· floor conference room at 8:45 A.M. 
Wednesday unless otherwise scheduled.by the Committee. All 
meetings are considered publio meetings and all interested 
parties are invited to attend. The Contract Administration 
Division--shall be responsible for meeting notification. 

6. AGENDA AND MINUTES. The Contract Administration Division 
shall be responsible for preparing a listing of all items 
considered by the Committee and a tabulation of the voting on 
each item at each meeting. User Departments must provide 
items and/or proposed change orders for discussion to the 
office of Contract Administration no later than 10:00 A.M., 
Monday unless otherwise provided. . Should no items !for 
discussion be received by Contract Administration by the 
stated deadline, no regularly scheduled meeting will be held. 

R91 810 
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7. APPROVAL REQUESTS. The lJser Department will prov.ide a listing 
of change orders; task orc;iers; and contracts, as well as 
copies of requested change orders, task orders, and cont:racts, 
and fund availability in advance o"f the Committee ·meeting at 
which they will be discussed. The change order and task order •... 
requests will include a summary of ·the reasons for the requ~5.t __ 
as well as- the actual change orders and tasic orders in the 
standard format. All task orders and change orders shall be 
considered to be in draft form until approved by the 
Committee . .-.' ·· 

,· 6. CONSTRUCTION CONTRACT APPROVALS. Construction contracts 
approved by the Commk-t-tee---(-i--,-e.--,-uF>--t0--aftd including $50,000) 
shall be signed by the County Engineet· o"r Director of Water 
Utiii t•ies after Cammi ttee approval and shall be reported to 
the Board and Clerk's Finance Department as indicated in Item 
11 below. All such contracts must be in the standard Board
approved format. 

9. CHANGE ORDER AND TASK ORDER APPROVALS. Change orders and task 
orders approved by the Committee will be signed by the 
Committee's Presiding Officer. When the cumulative value of 
change orders exceeds the limitations of individual Lead 
Departments the next sequential change·order must be approved 
by the Cammi t tee . Wlle-Jr-t~v-a--1---B~en--tJle 
e-f-4e~mlH--a-l'--±-Ve---iimE>Un-t-&-for-d~-¾H.-Flg-t-hP---l-i--m-i-1:-att-0ft6 
£-1=-a-t~a--i-R-t,he-pe-l-:i,ey-reverl'--6--baek--tce--!'1ef€>-r- The Commit tee 
shnll not approve changP. orders and/oo: additional services 
exceeding a cnmulative amount of $1.00, 000, except in 
accordance __ with Section 8 of th~i£Y.,_ 

10. LEAD DEPARTMENT 'fl\SK ORDER AND CHANGE ORDER APPROVALS. 
Copies of task orders and change orders approved by Lead 
Departments (i.e., up to and including $10,000) shall be 
forwarded to the Contract Administration Division within two 
(2)° weeks after approval and included in the summary by the 
Contract Administration Division to the Board and Clerk's 
Finance Department as indicated in Item 11 below·. . Change 
order copies .. shall include sufficient back-up to detail the 
reasons for the specific changes. 

11. ACTION. Within thirty {'30) days of the last day ·of the month 
of approval, a summary and copies of contracts, task orders 
and change orders approved by the Committee will be provided 
by the Director of Contract Administration to the members of 
the Board of County Commissioners and the Clerk's Finance 
Department for informat"ional purposes. 

12. FINAL ACCEPTANCE AND FINAL PAYMENT. The Committee shall 
review and approve the final acceptance and final payment of 
all construction_·projects, thus eliminating these items ·from 
the Board Agenda. The Contract Administration Division.shall 
include these items in .the mqnthly report to the Board and the 

810 
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13. CONTRACTS AFFECTED. These -by-laws shall apply to all 
currently exfsting contracts .and all future executed contracts 
for construction and professional design services only. 

14. lU'PROVl\L OF BY-LAWS .. These by-laws were. approved unanimously 
by Committee members. Changes or ame~dments ·to these by-laws 
must be approved by the Board of County Commissioners. 

5/8/91 
COBY-LAW 

... 

--~--· 
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l'ALM BKACB·coUNTY 

BOARD OF COUNTY COMMISSIONERS 

COUNTYWIDE POLICIES 

SUBJECT: Change Order Authority.- for Construction 
Contracts 

POLICY NUMBER: 

REFERENCE: 

DATE ADOPTED: 

0 - 011 

Board of County Commissioners 
Resolution R-89-633 

April 4, 1989 

The following policy applies to: 

1. All construction contracts and 

2. Contracts with architects, engineers, land surveyors, and 
landscape architects which are entered into in compliance 
with Florida Statutes 287.055. · 

This poiicy shall supplement the previously approved pol.i.cy adopted 
on November J.5, 1908 entitled "Board Policy Regarding Long-Term 
Contracts for Palm Beach County wlth Architects, Engineers and 
Related Services" (Policy number 0-000). This policy i.s intended 
to apply to a majority of routine contract situations which can be 
efficiently handled by County staff but shall not limit the ability 
of the Board of County Commissioners to implement project.specific 
change order policies for present or future major County projects. 

DEFINITIONS - For the purposes of this policy: 

"Lead Departmerit(s)" ineans the Water Utilities Department 
limited to the Director of Water Util.i'.ties; and the County Engineer 
and his/her designees limited to the Deputy County Engineer, the 
AssisU1nCCounty·EngTpee£;·-··and···1;.he··oirector of Facilities Planning 
Design and Construction. 

"User Department Is)" means those County departments which 
initiated the original contract and are responsible for day-to-day 
monitoring of the contract. · 

l. There shall be established a permanent Contract and Change 
Order and Work Task Order Authorieati- Committee hereinafter 
referred to as t.he "Committee" to review and approve/reject 
specific construction contracts, task orders against annual design 
contracts and, change order requests from User Departments within 
the limitations set forth in this Board Policy., · 

R91 ·a10 



This Committee· shall consise of three permanent voting members: 
County Engineer, county Attorney,• and Director of the Contract 
Administration Division/OFMB Department .. The D•irector of the User 
Department 6-flaH !lli!Y also sit on the Committee during deliberations 
which affect the User Department. 'l'he te:E"fll "Yser EJepartment:" shp.lf 
·inelude and be limited te the fellewing departments, Engi11eerin~1, 
Water Utilities anEi Bnuirenmental Rese\lrees Management (Pith t.l=le 
e>t<leption of SeetieRs 4, §.•. anEI 6B hereiR,) Members of this 
Committee may designate, in writing, any individual ·•¥ithin their 
·-ctepartmen~, to attend a_ny meeting they are unable to attend. This 
Committee'shall draft, and subsequently revise, as necessary, by
laws for operation which will become a supplement to this policy. 
Said by-laws may include, but are not limited to, a procedure for 
breaking tie · votes, frequency of meetings, ···----selection of a 
chairperson, format for design and construction contracts,change 
orders and work task order requests, and a procedure for the User 
Department to follow if the requested action is rejected. 

2. Any contract, change order, work task order or fillY additional 
services within the over-all scope of the contract which is 
approved by the Y£e£ Lead Department Head -or Committee in 
accordance with this policy shall be submitted to the Board of 
County Commissioners and the Clerk's Finance Department by the 
Contract Administration Division within thirty (30) days after the 
end of the month of approval by the Lead Department Head or the 
Cammi ttee. Any contract, change order, work task order or 
additional service exceeding the limitations specified in this 
policy must be approved by t.he Board of County Commissioners prior 
·to notice to proceed being issued t.o the contractor or consultant. 
Work task orders, change orders and additional services must be 
directly related to the scope of work delineated in the original 
agreement. For th~ose---Bf---t-h~ioy, th~ 
EJepartmm1t Head" shall ineluElo---t,-he-aepa-F-t~±reet-e-E,--aGGistaRt 
director or Eleputy Elirec-t-er,-

3. Prior to a contract, change order, work task order I or 
additional service being approved.under the terms of this policy by 
the lffie.£.Lead Department HeaEl or the Committee, sufficient funds 
for t~e authorization mu?t be available .in an appropriate, approved 
budget line item. 

4. The followincr approval 
authorization of contracts 
standardized contract format 
Commis_sioners: 

a,µthority is hereby effective for 
for construct.ion using only a 
approved by the Board of County 

"fu The County Engineer and the Director of Water Utilities 
shall be authorized to execute standard individual. 
contracts up to and including the amount of $50,000 upon 
Prior review and unanimous approval of the Committee. 
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!!..,__ The ·proceduri!> specified in Section 6 of this policy shall 
also apply to·any and all change orders arising from or 
s.ubseguent .. to execution .of the contracts specified in 
this section. 

5. The following approval autho~y ,is hereby effective for 
authorization o(, work task orders to _.pontinuing (.annual} 
agreements, as d~fined in Florida St~tutes 287.055 (1) (g): 

A. The Yeer Lead Department Heda shall be authorized to 
· approve individual work task orders, within the iRteRded 
over-all scope of the original agreement, up to and 
including the amount of $10,000. 

B, The Committee shall be authorized to approve individual 
work task orders, within the intended over-all scope of 
the original agreement, up to and including the amount 
of $50,000. 

C. The cumulative amount of the sum of all work task orders 
issued _under any individual agreement may not exceed the 
budgeted amount for the agreement as originally approved 
by the Board of County Commissioners. 

6. The following approval authority is hereby effective for 
approval of change orders to individual construction contracts, and 
fox: eha-nge-----&Fde-Fe modifications to agreements with architects, 
engineers, aHd-r.-e-1--a-t-ed--ser-v-i-ees- Ji;1n\_1 9c 9 pe arc hi tee ts and land 
~rveyor2 which are not continuing contracts under the provisions 
of Florida Statutes 287.055 (1) (g): 

A. The .Yeer Lea!! Department Hea<i shall be authorized to 
approve each change order. withi_n the over-all scope of 
work or each additional service ( including reimbursables) 
related to the project up to and including the amount of 
$10,000. The H6ef Lead Department Heaa shall not approve 
change orders and/or additional services exceeding a 
cumulative amount of $25,000 for each contract. 

B. The Committee shall be authorized to approve each change 
order within the over-all scope of work or each 
additional service (including reimbursables) related to, 
the project up to and including the amount of $50,000. 
The . Cammi ttee shall not approve change orders and/or 
addit;ional services exceeding a cumulative amount of 
$100,000 for each contract. 

C. The User Lead Department Heae shall be authorized to 
approve increases or decreases up to 15% of the unit 
quantity on a unit price contract per each line item at 
the unit bid price unless otherwise indicated in the 
contract document. The Committee shall be authorized to 
approve increases or decreases \lP _ to 25% of the unit 
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quantity per each line item at the unit bid PFice unless 
otherwise indicated in .the contract .document. 

The Lead _Department shall · be authorized to approve 
time extensions via change order provided the foregone 
liguidated damages res·ulting from the time extension do 
not exceed -the amount_of $50,000 per change order. 

The ·Committee shall be· authorized to approve time 
-extensions-·· via· -·change order provided the foregone 
liquidated damages resulting from the tune extensions do 
not exceed the amount of $100 1 000 per change order. 

I 

.f..:...... . The dollar amounts specified in sections 6D and 6E above 
shall also apply to contract decreases via change order 
or modification. 

7, When the cumulative value of change orders exceeds the 
limitations in this policy, the change order must be approved by 
the Board of County Commissioners. When this approval occurs, then 
the effective cumulative amounts for purposes of determining the 
limitations stated in this policy revert back to zero. 

B. Subject to approval of this policy, subsequent contractual 
documents for construction and professional services shall contain 
language to effectuate the provision,; of this policy. 

9. Resolutions R-85-1396, )_LB5-,l40L.. and R-AB-774 are her~b_y 
repealed. 

12/17/90 
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1. 

CONTRACT REVI~ 
CH.'\NG8 ORDBR 

COMMIT.TEE BY-LAWS 

AUTHORITY. The Palm Beach __ .County Contract Review ~ 
~ Committee (hereinafter referred to as CoJlllllittee) was 
establ.ished by Resolution R89,-633 approved by the Board of 
County Commissioners on April 4, 1989. The duties and 
responsibilities of the Change Order Committee are set forth 
in said Reoelution Policy #0-011. Palm Beach County 
Ordinance jf90-25, Section III-F further del.egates certain 
specific contractual authority to the County Engineer and 
Director of Water Utilities. 

2. MEMBERSHIP. In aeeordarme with Resolution R 89 633, the The 
Chaftge Order Committee is composed of four { 4) three ( 3) 
voting members: one member of .the County Engi~eer's office, 
one member of the County Attorney's office, arld one member of 
the office of OPMB/Contract Administration.~ 
4she ·1nitiatifHJ-fffif)a£'aneftt=-{-Water Utilities or En·, irefllll~ 
~ Water Utilities itcm&--a-nd En•,•ironmef½t.a.l. 
Res-O~m&-respee-t,.i-ve¼y-,-

3. PRESIDING OFFICRR. The Director of Contract Administration 
shall preside over the meetings of the Gh.;m<:JB-·•Ar-de-F Committee. 
In his/her absence, t:he County Engineer or designee shall 
p:,:eside. 

4. QUORUM. Members from all three (3) designated voti119 
departments (Engineering, County Attorney, and OFMB/Contract 
Administration) must be present to conduct Chafti,;ie Order 
Commi ttce business. A simple majority of voting members 

· present is required to approve any change order or work task 
order mot.-ten. A unanimous vote is· required to. approve any 
original contract. In order to assure .continuity, only 
members or their dcsignees in writing shall be allowed to 
vote. In case of a tic vote, the motion will be considered 
failed. 

5. MEETINGS. Change 0£Eler Committee meetings will be held as 
noticed at the Engineering Complex 5th floor conference room 
at 8:45 A.M. eit Wednesday-'-& unless otherwise scheduled by the 
Change Order Committee. All meetings are considered public 
meetings and all interested parties are invited to ·attend. 
The Contract Administration Division shall be responsible 
for meeting notification. 

6. AGENDA AND MINUTES. The Contract Administration Division 
shall be responsible for preparing,the Chaftge Order Committee 
.",.geHda aHd will p:Ee'1ride a secretary or other lfteaHs to take aftd 
traasE!riee lftinutes. a listing of all items considered by 
the Committee and a tabulation of the voting on each item at 
each meeting. .",ppro•.-al of miHates, sl'lall lie the fi:,:at item f-&r 
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7. 

appro,al on subsequent Change Order Co~c Ageneas, 
Initiatin\j User Departments must provide i teros and/or proposed 
change orders for discussion to. the· _office of Contra·ct. 
Administration no · 1ater than ~ ·10: 00 P-rM--.- A. M. , Monday 
unle·ss otherw1se provided. Should no items for cliscussion be 
received by Contract [l._dministration by the stated deadline, no 
regularly scheduled meeting will be held.· 

CH.'\NC8 OIIDBR APPROVAL REQUESTS. HheRe.Jer poss ihle 1 
The Initiating User Department will provide ·a listing of 
change orders, task orders, and contracts, as well as copies 
of requested change orders, task orders. and contracts, and 
fund availability in advance of the Change Oreer Committee 
meeting at which they will be discussed. The change order and 
task order requests will include a swnmary of the reasons {or 
the request as well as the actual change_ orders and task 
orders in the standard format. All task orders change orders 
shall be considered to be in draft forln until approved by the 
Change Oraer Committee. 

CONSTRUCTION CONTRACT APPROVALS. Construction contracts 
approved by the Committee (i.e., less than $50,000) shall be 
signed by the County Engineer or Director of Water Utilities 
after Committee approval and shall be reported to the Board 
and Clerk's Finance Department as indicated in Item ll_!;>elow. 
All such contracts must be in the...J,_tandard __ Bo_ard-approved 
format. 

9. CHANGE ORDER AND '1'ASK ORDJm APPROVALS. Change orders and task 
orders approved by the Committee will be signed by the 
Committee's Presiding Off.i.cer. When the cumulative value of 
change orders exceeds the limitations of individual Lead 
Department~ head6, the cumulatively-approved change orders 
must be approved by the eh-aflge Order Committee. When this 
approval occurs, then the effective cumulative amounts 
for determining the.limitations stated in the policy reverts 
back to zero. The Coll\lllittee shall not approve change orders 

· and/or additional services exceeding a cumulative amount of 
$100,000. 

10. LEAD DEPARTMENT HEAEl TASK ORDER AND CHANGE ORDER APPROVJU.S. 
Copies of task orders and change orders approved by inaivid1rnl 
Lead Department§ ft€-aQ6 (i.e., less than $10,000) shall be 
forwarded to the Contract Administration Division within 
two ( 2) weeks after approval and included in the summa_ry by 
the Contract Administration Division to the Board and Clerk's 
Finance Department as indicated in Item -l-0 ll below. Change 
order copies shall include sufficient back-up to detail the 
reasons for the specific changes. 

11. ACTION. Within thirty (30) days of the last day of the month 
of approval, a swnmary and copies.of contracts, task orders 
and change orders approved by the Chaa§e Oraer Committee will 
be provided by the Director of Contract Aru!!inistration to the 
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.. 

ATTACHMENT 2 

- 1111 -
UC0NVEM~ .. 
At 10"0 a.a., the Board reoonvened. with couiuioura xocarty, 

Aaron1on, Roberti, Lee, Newell, Marou1, and Poiter pre1ent. 

l,C,1, - CONTINUED 

Coaaiaaione·r Aaronaon atated that rather than cut revenue tor 
roada ·and 1naa1 tran11t, he would \tot• !or an lncreaae in ad 
valorem tax•• i! th• gaa tax waa not approved. 

l,C,1, 

a. 

AUTHORIZE STAFF~ ·SUBMIT PROPOSED MILLAGE JI.ATES FOR FY 9)-94 
TO THE PROPERTY APPRAISER. • i 

KOTI0• to approve• the propoud aillag• ratH to tba Property 
Appraiaar. Kotion by co-i11i0Der ro1tar, aeoonde4 by 
couiaaionar Newall, and carriad 7•0, 

b. 

APPROVE VARIOUS AMENDMENTS AND MODIFICATIONS TO THE BUDGET 
SINCE-THE BOARD'S WORl<SHOP ON JULY 14, 1993, 

KOTIOJt' to include S'1, 000 inoreau in tba 1Jaad1tart Proqru, Al 
uaDde4. Motion by Coui1ai0Det Aaronaon, 1aoon4•4 bf 
co-iaaionar Laa, and carried 7-0. 

kOTI0II to approve tb• variou1 remaining uaen4JDenta aD4 
aodificationa to the budget 1Ul>•equent to tbe firat budget 
vorJtabop on July 7, 1Ul. Motio·n bJ couiuionar Aaronaon, 
.• aconded by co .. 1• 1ion1r Mevell, and carried 7-o. 

,. 
5. 

o. 

See Page 6 tor diacueeiorl' and approval of Item l. c .1. c. 

9:00 A.H. See Paga• 5 and 6 tor diacu11ion. 
I • 

10:00 A,M. 
i • 

REVIEW OF COUNTY'S CURRENT CHANCE ORDER POLICIES 

.I 
j 

• 

• 

• 

Make a cumulatfv• package available vhen change order•. 
need approval Jjy the aoerd. The package •hould include a 
data aheet containing .intoraation •• to. who requeated the 
chan9a1 the raa1ona for the.change; if the itaa hat .baan 
changed betor•J and if tha item haa been negotiated down 
froa the 1ubaittal amount. 

The in!onnation • hould be auuariied tor presentation to 
the Board. 

Contract• with joint-venture ,co111panie1 ahould. ba reviewed 
more_cloeely before approval. · ' 

One Co111111i119ioner ehould •1t on. th• Change Order Couittee 
meetings but hav, no authority to override the co11111ittu. 

; 

• REGULA.R/WORXSHOP MEETING 7 ' JULY 27, 1993 

• 



TO: ALL COUNTY PERSONNEL 

FROM: ROBERT WEISMAN 
COUNTY ADMINISTRATOR 

ATTACHMENT 3 

PREPARED BY: OFFICE OF FINANCIAL MANAGEMENT & BUDGET (OFMB) 

SUBJECT: CHANGE ORDER AND CONSULTANT SERVICES 
AUTHORIZATION AUTHORITY FOR CONSTRUCTION, 
ENGINEERING AND ARCHITECTURAL CONTRACTS 

PPM# CW-F-050 

ISSUE DATE EFFECTIVE DATE 
June 1, 2011 November 1, 2011 · June 1, 2011 November 1, 2011 

PURPOSE: 

In order to ensure that change order and consultant services authorizations authority for Construction, 
Engineering and Architectural Contracts is consistent with uniform application and prior Board 
policy, authority limits and procedures as described below shall apply when indicated. 

UPDATES ARE THE RESPONSIBILITY OF: 

Future updates for PPM #CW-F-050 will be the responsibility of the Director, Financial Management 
& Budget Department. 

AUTHORITY: 

Palm Beach County Administrative Code Sections 307.00 & 307.03. 
Palm Beach County Ordinance No. 2005-062, as amended. 
Palm Beach County Ordinance No. 2009-049, as amended. 

DEFINITIONS: - For the purposes ofthis policy: 

a. Additional Services - services requested that were not previously requested of an engineering, 
architectural, landscape architectural or land surveyor firm in relation to an existing Board 
approved contract with the County. These services may be requested through the execution of 
a task order, supplemental agreement or consultant services authorization. 

b. Annual Contract - a Board approved contract that relates to a specific type of discipline where 
requests are made through individual work task orders on a project by project basis. 
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c. Change Order - a document executed to direct a vendor or contractor to make changes or 
additions to a Board approved construction contract. 

d. Construction Change Directive - a document executed to direct a vendor or contractor to make 
changes or additions to a Board approved construction contract when the actual value of the 
change has not been determined and is being negotiated. A price range will be contained in the 
document, with a Change Order with the actual negotiated price to follow shortly after the 
execution of the Construction Change Directive. 

e. Construction Contract - a contract approved by the Board for goods or services ( as defined in 
Ordinance 2005-062 and by the Purchasing Department Policy) which results in 
improvement( s) to real property such as building, altering, repairing, improving or demolishing. 
This type of contract is awarded on a project by project basis. 

f. Construction Manager at Risk - a project delivery method where the construction manager 
serves as the County's General Contractor, subcontracting the work, and provides design phase 
assistance in evaluating costs, schedule and implications of alternate designs, systems, and 
materials during design. 

g. Consultant Services Authorization - a document utilized in relation to professional services 
contracts approved by the Board with engineers, architects, landscape architects and land 
surveyors that request additional services in relation to that contract, which may also be referred 
to as a task order, supplemental agreement or work task order. 

h. Guaranteed Maximum Price (GMP) includes the cost of the work required by the Contract 
Documents, the Construction Manager's fee, and a contingency for unforeseen items, and 
applies to Construction Manager at Risk Contracts. The GMP is subject to modification for 
changes in the work made by the County. 

1. GMP Amendment - used to increase the Guaranteed Maximum Price of a contract as a result of 
changes not the responsibility of the Construction Manager as identified in his/her contract. 

J. Lead Department(s) - the Water Utilities Department limited to the Director of Water Utilities; 
Engineering & Public Works Department limited to the County Engineer, Deputy County 
Engineer and the Assistant County Engineer; the Facilities Development & Operations 
Department, limited to the Director of Facilities Development & Operations; the Department 
of Environmental Resources Management, limited to the Director and Deputy Director of the 
Environmental Resources Management Department; and the Department of Airports, limited to 
the Director of Airports. 

k. Professional Services Contract - a Board approved contracts awarded to an engineering, 
architectural, landscape architectural or land surveyor firm through the County's CCNA process 
as outlined in Countywide PPM No. CW-O-048. 
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1. Program Manager - an outside Consultant who acts as an extension of staff providing 
profession al services including administering the design and construction of the project to its 
successful completion. These services can include but not be limited to project controls, 
scheduling, design reviews, technical and construction services, quality control, estimating, and 
field inspections. 

m. Supplemental Agreement - a document requesting additional services in relation to an existing 
Consultant Services Authorization to a professional services contract. 

n. Task Order - a document in relation to a particular task requested of an engineer, architect, 
landscape architect, land surveyor or construction manager in relation to an existing Board 
approved contract, which has an accompanying scope of work. 

o. User Department(s) - County departments which initiated the original contract requirement and 
are not included in the Lead Department(s) definition above. 

p. Work Order - a document utilized for a particular task request in relation to a Board approved 
annual construction contract. 

q. Work Task Order - a document utilized for a request for additional services in relation to Board 
approved professional services contracts not otherwise defined. 

POLICY: 

The approval of routine change orders and consultant services authorizations (task orders) is delegated 
to the County's Contract Review Committee and Lead Department Heads within described authority 
limits. 

This policy applies to: 

1. All Board of County Commissioners executed construction contracts; and 

2. Board of County Commissioners executed contracts with architects, engineers (including 
testing labs), land surveyors, and landscape architects which are entered into in compliance 
with Florida Statute 287.055. 

This policy is intended to apply to a majority of routine contract situations which can be efficiently 
handled by County staff but shall not limit the ability of the Board of County Commissioners or County 
Administrator to implement project specific policies for present or future major County projects. 

PROCEDURES: 

1. There shall be established a permanent Contract Review Committee hereinafter referred to as 
the "Committee" to review and approve/reject specific additional services against annual 
Professional Services Agreements or contracts and, change order and construction change 
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directive requests against construction contracts from Lead and User departments within the 
limitations set forth in this Policy. This Committee shall consist of fem three voting members: 
a member of the Board of County Commissioners; County Engineer, County Attorney, and 
Director of the Contract Development and Control Division/OFMB Department. The member 
of the Board of County Commissioners is NOT required for a quorum, hov,rever, a Each 
member's attendance from the County Engineer, County Attorney and Contract Development 
and Control/Office of Financial Management and Budget IS required for a quorum. The 
Director of the User Department or designee may also sit on the Committee during 
deliberations which affect the User Department. Members ofthis Committee may designate, in 
writing, any individual within their department to attend meetings they are unable to attend,.,_ 
except for the member of the Board of County Commissioners. This Committee shall draft, 
and subsequently revise, as necessary, by-laws for operation which will become a supplement 
to this policy as evidenced by Attachment "A" hereto. Said by-laws may include, but are not 
limited to, a procedure for breaking tie votes, frequency of meetings, selection of a chairperson, 
format for change orders, construction change directives and work task order requests, and a 
procedure for the User Department to follow if the requested action is rejected. 

2. Any change order, work task order or any additional services within the over-all scope of the 
contract which is approved by the Lead Department or Committee in accordance with this 
policy shall be submitted to the Board of County Commissioners and the Clerk's Finance 
Department by the Contract Development and Control Division within thirty (30) days after the 
end of the month of approval by the Lead Department or Committee. A summary of approved 
items shall then be placed on the next available Board agenda by the Clerk's Office as a Receive 
and File item. Any change order, work task order of additional service, or work orders 
exceeding the limitations specified in this policy must be approved by the Board of County 
Commissioners prior to notice to proceed being issued to the contractor or consultant. 

Work task orders, change orders and additional services must be directly related to the scope of 
work delineated in the original agreement. Changes to the scope of work must be approved by 
the Board of County Commissioners or authorized official so designated by the Board. 

3. Prior to a change order, work task order, or additional service being approved under the terms 
of this policy by the Lead Department or the Committee, sufficient funds for the authorization 
must be available in an appropriate, approved budget line item. This must be documented 
through the use of a Budget Availability Statement, which shall have an effective term of ninety 
(90) days from date of issuance. 

4. When construction contracts or contracts with architects, engineers, land surveyors, and 
landscape architects are entered into for less than $200,000 and executed by an appropriate 
department head as permitted by the County's Purchasing Code (Palm Beach County Code, 
Chapter 2, Part A) and all subsequent amendments thereto, as well as Countywide PPM CW-F-
064), all change orders and consultant services authorizations (task orders) shall be executed by 
an appropriate department head, unless: 
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A. The change order or consultant services authorization brings the cumulative total 
contract amount to $200,000 or more; or 

B. The Lead Department head desires to bring the particular change order or consultant 
services authorization to the attention of the Board of County Commissioners. 

In either A or B above, such change orders or consultant services authorizations shall be put 
on a meeting agenda for action by the Board of County Commissioners. 

This section does not apply to annual contracts with architects, engineers, land surveyors and 
landscape architects authorized by the Board of County Commissioners. No other provisions of 
this PPM apply to contracts less than $200,000. 

5. The following approval authority is hereby effective for authorization of additional services to 
continuing (annual) agreements, as defined in Florida Statutes 287.055 (2)(g): 

A. The Lead Department shall be authorized to approve individual work task orders, within 
the over-all scope of the original agreement, up to and including the amount of $50,000. 

B. The Committee shall be authorized to approve individual work task orders, within the 
overall scope of the original agreement, up to and including the amount of $100,000. 

C. The cumulative amount of the sum of all work task orders issued under any individual 
agreement may not exceed the budgeted amount approved by the Board of County 
Commissioners. 

6. The following approval authority is hereby effective for authorization of work orders that are in 
relation to annual construction contracts, including those that are a part of the Job Order 
Contracting System, where awarding to Contractors who have executed continuing contracts 
approved by the Board of County Commissioners: 

A. The Director of the appropriate Lead Department shall be authorized to execute 
individual work orders up to and including the amount of $100,000. 

B. The Committee shall be authorized to execute individual work orders up to $199,999. 

C. All work orders exceeding the above approval limits must be approved by the Board of 
County Commissioners. 

7. The following approval authority is hereby effective for approval of change orders to individual 
construction contracts, and for modifications to agreements with architects, engineers, 
landscape architects and land surveyors which are not continuing contracts under the provisions 
of Florida Statutes 287.055 (2) (g): 

A. The Lead Department shall be authorized to approve each change order to individual 
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construction contracts within the overall scope of work up to and including $50,000. 

B. The Lead Department shall be authorized to approve each additional service in relation 
to agreements with architects, engineers, landscape architects and land surveyors 
(including reimbursables) related to the project (hereinafter "additional services"), up to 
and including the amount of $50,000. 

C. The Committee shall be authorized to approve each change order within the over-all 
scope of work or each additional service (including reimbursables) related to the project 
up to and including the amount of $100,000. 

D. Any change order to individual construction contracts or additional services item that 
exceeds $100,000 must go to the Board of County Commissioners as a Board agenda 
item for the Board's approval. 

E. When the cumulative value of changes or additional work exceeds the greater of 
$250,000 or 5% of the original contract value, an agenda item notifying the Board that 
the item puts it in the excess category must be prepared and forwarded as a Receive and 
File item. After the Board Receives and Files the item, the cumulative amount will be 
reset and start calculating towards the cumulative limit again. This process will 
continue throughout the life of the applicable Contract. It shall be the responsibility of 
the Lead or User Department to prepare and present the Receive and File item. 

F. (1) The Lead Department may authorize time extensions for construction contracts 
on a cumulative basis that do not exceed thirty (30) days. 

The Committee may authorize individual time extensions for construction 
contracts that do not exceed ninety (90) days. 

Any item containing an individual time extension in excess of ninety (90) days 
must be approved by the Board of County Commissioners, and will not be 
counted toward the cumulative limit. 

When a cumulative limit of one hundred twenty (120) days has been reached for 
time extensions, the item that causes the limitation to be reached shall be 
presented to the Board of County Commissioners as a Receive and File item by 
the Lead Department with notification that the Change Order puts the 
cumulative time extensions over the 120-day threshold. The Receive and File 
item shall contain the Change Order and all backup materials to the item as 
approved by either the Lead Department or Committee. 

At that point, the cumulative limits for time extensions begin again until the 
120-day limit is once again reached. This procedure will remain in effect for the 
life of the contract or project. 
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(2) Time extensions for projects with a contract award amount exceeding one 
million dollars ($1,000,000) or in cases where the lead department head 
determines that the nature and circumstances of that specific project warrant 
stricter control or a higher level of monitoring and review shall be authorized 
according to the authority limits established in this section. Time extensions 
shall be authorized upon the level of approval authority contained in Sections 7 A 
and 7C above, as calculated by multiplying the number of days of the time 
extension request by the liquidated damage amount in the executed contract. 
This calculated amount shall not be counted toward the cumulative dollar 
amounts specified in 7E. Projects recommended for the authority limits 
calculated on the basis of this paragraph will be identified in the Board item 
accompanying the contract for execution. 

G. The dollar amounts specified in sections 7 A and 7B above shall also apply to contract 
decreases via change order or modification; provided, however, decreases in amounts 
shall not be used to offset increases in amounts on the same change order to determine 
the total dollar amount of the change order and corresponding limitations of this policy 
unless increases and decreases are directly related. 

When considering cumulative limits, deductive change orders shall be tracked 
separately from and not combined with additive change orders. 

H. Construction Change Directives for individual construction contracts shall comply with 
the approval authority limits as set forth in sections 7 A and 7B above. 

I. The Lead Department shall be authorized to approve change orders of any amount 
associated with the sales tax exemption program. The cumulative values of these 
change orders shall not count towards any cumulative limits specified elsewhere in this 
PPM. 

8. In relation to all items in Sections 5 and 7 above, an attachment must accompany each with a 
history page(s) indicating all prior changes/authorizations/work orders, etc. If the Contract is 
project specific, the history will apply to all activity under the contract. If the Contract is a 
continuing contract, the history shall be for all work under a specific project under said 
contract. Included in the history shall be the originating amount, the cumulative amount to that 
point, and a listing of time extensions as well as cumulative days in relation to all previous time 
extensions. Time extensions relate to construction contracts. 

9. As a condition precedent for change order approvals, reasons must be given for the change 
order and indicated in the back up materials attached to the change order. The acceptable 
reasons for a change order are any one or combination of the following: 

1) Owner Initiated 
2) Differing Site Conditions 
3) Zoning/Code/Ordinance Changes (Requirements) 
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4) Errors/Omissions in Design 
5) Quantity Overruns/Under Runs 
6) Request by another Agency/Outside Party-reimbursable 
7) Request by another Agency/Outside Party-Non-reimbursable 
8) Other 

When the reimbursable category is utilized in relation to a change order explanation, the 
reimbursable amount shall be indicated in the supporting documentation to the change order. 

10. In relation to modifications to agreements/contracts with architects, engineers, landscape 
architects and land surveyors for such vehicles as work task orders, consultant services 
authorizations and supplemental agreements, it shall be the responsibility of the lead or user 
department to establish a unique departmental identifying number for each modification. The 
identifying number shall be located on the modification document. 

11. A copy of the contractor's Notice to Proceed for each construction contract must be 
simultaneously sent to the Contract Development and Control Division by the User 
Department. 

12. Subsequent contractual documents for construction and professional services shall contain 
language to effectuate the provisions of this policy. 

13. The Committee shall review and approve the final acceptance and fmal payment for all Board 
of County Commissioners executed construction projects. The Contract Development and 
Control Division shall include these items in the monthly report to the Board and the Clerk's 
Finance Department. In the Final Contract Summary documentation for construction contracts, 
premium values and charge back amounts that the Lead or User Department intends to 
negotiate with the design professional, shall be reported. 

14. The following approval authority is hereby effective for approval of items related to the Jail 
Expansion Program, including, but not limited to, the work of the Program Manager, Architect 
and other Consultant Contracts, as well as the Construction Manager, in the following manner: 

CSAs or COs 
Individual 
Cumulative 
GMP Amendments 
Time Extensions 

Lead De artment 

$ 50,000 
$500,000 
$500,000 

60 days 

Contact Review Committee 

$ 100,000 
$1,000,000 
$1,000,000 

180 days 

Any amounts not contained above must be approved by the Board of County Commissioners. 

15. All construction procurements are subject to the requirements of Palm Beach County Code, 
Sections 2-421 - 2-440, as may be amended, which creates the Office of Inspector General 
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(OIG). As set forth in PPM CW-F-081, all construction and professional services procurements 
are subject to the requirements of the OIG. 

Supersession History: 
1. Countywide Policy 0-011 (Resolution R91-810D) 
2. PPM #CW-F-050, issued 8/1/94 
3. PPM #CW-F-050, revised 12/1/96 
4. PPM #CW-F-050, revised 7/2/98 
5. PPM #CW-F-050, revised 4/14/03 
6. PPM #CW-F-050, revised 3/1/04 
7. PPM #CW-F-050, revised 2/1/06 
8. PPM #CW-F-050, revised 1/1/07 
9. PPM #CW-F-050, revised 10/20/08 

10. PPM #CW-F-050, revised 6/1/09 
11. PPM #CW-F-050, revised 2/1/10 
12. PPM #CW-F-050, revised 6/1/11 

ROBERT WEISMAN 
COUNTY ADMINISTRATION 
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CONTRACT REVIEW 
COMMITTEE BY-LAWS 

1. AUTHORITY. The Palm Beach County Contract Review Committee (hereinafter referred to 
as Committee) was established by Resolution R89-633 approved by the Board of County 
Commissioners on April 4, 1989. The duties and responsibilities of the Committee are set forth 
in Countywide PPM No. CW-F-050. The Palm Beach County Code, Chapter 2, Part A, further 
delegates certain specific contractual authority to the County Engineer, the Director of Facilities 
Development & Operations, the Director of Water Utilities, the Director of the Department of 
Airports, and the Director of Environmental Resources Management. 

2. MEMBERSHIP. The Committee is composed of four (4) three (3) voting members: eRe 

member of the Board of County Commissioners, one member of the County Engineer's office, 
one member of the County Attorney's office, and one member of the office of OFMB/Contract 
Development and Control. 

3. PRESIDING OFFICER. The Director of Contract Development and Control shall 
preside over the meetings of the Committee. In his/her absence, the County Engineer or 
designee shall preside. 

4. QUORUM. Members from all three (3) designated voting departments (Engineering, County 
Attorney, and OFMB/Contract Development and Control) must be present to conduct 
Committee business. A simple majority of voting members present is required to approve any 
change order, construction change directives, work task order or work order. In order to assure 
continuity, only members or their designees in writing shall be allowed to vote. In case of a tie 
vote, the motion ·.vill be considered failed. ,\lthough not required for a quorum, a member of 
the Board of County Commissioners shall have a vote tmvard each item brought to the 
Committee for approval. 

5. MEETINGS. Committee meetings will be held as noticed at a designated location at 8:45 
A.M. Wednesday unless otherwise scheduled by the Committee. All meetings are considered 
public meetings and all interested parties are invited to attend. The Contract Development and 
Control Division shall be responsible for meeting notification. 

6. AGENDA AND MINUTES. The Contract Development and Control Division shall be 
responsible for preparing a listing of all items considered by the Committee and a tabulation of 
the voting on each item at each meeting. Lead and User Departments must provide four copies 
of items and/or proposed change orders for discussion on 8½" X 11" paper to the office of 
Contract Development and Control Division no later than 9:00 A.M., Monday or 9:00 A.M. on 
the Friday directly preceding a week where there are no regular office hours on the following 
Monday, unless otherwise provided. Should no items for discussion be received by Contract 
Development and Control Division by the stated deadline, no regularly scheduled meeting will 
be held. 
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7. APPROVAL REQUESTS. The Lead and User Department will provide a listing of change 
orders, task orders, as well as copies of requested change orders, task orders, and budget 
availability statements in advance of the Committee meeting at which they will be discussed. 
The change order and task order requests will include a summary of the reasons for the request 
as well as the actual change orders and task orders in the standard format. Small Business 
Enterprise (SBE) schedules 1 and 2 shall be provided where applicable. All task orders and 
change orders shall be considered to be in draft form until approved by the Committee. 

8. CHANGE ORDER AND TASK ORDER APPROVALS. Change orders and task orders 
approved by the Committee will be signed by the Committee's Presiding Officer. Individual 
change orders and/or additional services modifications exceeding $100,000 must go to the 
Board of County Commissioners. 

9. LEAD DEPARTMENT TA.SK ORDER, CHANGE ORDER AND WORK ORDER 
APPROVALS. Copies of task orders, change orders and work orders approved by Lead 
Departments shall be forwarded to the Contract Development and Control Division within two 
(2) weeks after approval to be included in the summary by the Contract Development and 
Control Division to the Board and Clerk's Finance Department as indicated in Item 10 below. 
Change order/work order copies shall include sufficient back-up to detail the reasons for the 
specific changes. Additionally, a history of each item shall be attached as backup. 

10. ACTION. Within thirty (30) days of the last day of the month of approval, a summary and 
copies of task orders, change orders and work orders approved by the Committee and Lead 
Departments will be provided by the Director of Contract Development and Control to the 
members of the Board of County Commissioners and the Clerk's Finance Department for 
informational purposes. 

11. FINAL ACCEPTANCE AND FINAL PAYMENT. The Committee shall review and 
approve the final acceptance and final payment of all construction projects, thus eliminating 
these items from the Board Agenda. The Contract Development and Control Division shall 
include these items in the monthly report to the Board and the Clerk's Finance Department. 

12. CONTRACTS AFFECTED. These by-laws shall apply to all currently existing contracts 
and all future executed contracts for construction and professional design services only. 

13. APPROVAL OF BY-LAWS. These by-laws were approved unanimously by Committee 
members. Changes or amendments to these by-laws must be approved by the Committee. 
Any changes or amendments to the by-laws will be furnished to the County Administrator. 
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