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 CHANGE ORDER DOCUMENTS

 DIRECT OWNER PURCHASE ORDER DOCUMENTS
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 PAYMENT DOCUMENTS

 PROFESSIONAL SERVICE DOCUMENTS

▪ Professional Services Invoice

▪ Additional Services Request Justification Form

 MAJOR PROJECT PAY APPLICATIONS

▪ Completed Pay Application

▪ UCF Certificate of Partial Payment

▪ UCF Certified Small, Majority, & Women 

Owned Business Participation 

▪ Schedule of  Values

▪ License Package Sheet

▪ Buyout Savings Form

▪ Line to Line Transfer

▪ Contractor Contingency Transfer Form

▪ Contractor Contingency Request Justification 

Form

 CHANGE ORDER DOCUMENTS

 Construction Contract Change Order

 Change Order Request Justification Form

 Change Order Allocation Form

 DIRECT OWNER PURCHASE ORDER DOCUMENTS

 Direct Owner Purchase Order Instructions

 Completed Direct Owner Purchase Order Packet

 Direct Owner Purchase Order Request Form

 Direct Owner Purchase Order Information Sheet

 W-9 

 Substitute W-9 Form

 Direct Owner Purchase Order Invoice Summary Sheet

 Direct Owner Purchase Order Log

CONTENTS
To access all forms click here: 

http://www.rm.fs.ucf.edu/FSBO/fsbo_forms.html

http://www.rm.fs.ucf.edu/FSBO/fsbo_forms.html
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 To be completed by Contractor

 1 ORIGINAL or ELECTRONIC COPY must be submitted to 

UCF Project Manager

 Original or electronic copy must be signed by Professional 

and notarized

Click Here to Access Form

* Professional Service Invoice is used for the following:

Architectural Commissioning

Engineering Building Envelope

Civil Engineering Threshold Inspection

Design Build

GO TO LIST

http://www.rm.fs.ucf.edu/FSBO/fsbo_forms.html
http://www.rm.fs.ucf.edu/FSBO/fsbo_forms.html
http://www.rm.fs.ucf.edu/FSBO/fsbo_forms.html
http://www.rm.fs.ucf.edu/FSBO/fsbo_forms.html


 Professional Service providers must request 

any Additional Service in writing on their  

company letterhead, and must clearly justify 

how the added cost is  reflective of the actual, 

additional time expended related to the added 

project scope.

 To  be completed by FP&C Project Manager

GO TO LIST

Sample Page 1 Sample Page 2
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Supporting 
Documents

Submission to include:

1 Completed Pay Application 

Certificate of 
Partial Payment

MBE Report

GO TO LIST

Schedule of 
Values



 To be completed by Contractor

 Top page of pay application packet

 1 ORIGINAL or ELECTRONIC COPY must be attached to 
pay application

 Original or electronic copy must be signed by Contractor and 
notarized

 Original or electronic copy must  be signed by Architect (if 
applicable)

 Pay application packet forwarded to UCF Project Manager

Click Here for Form

GO TO LIST

http://www.rm.fs.ucf.edu/FSBO/fsbo_forms.html
http://www.rm.fs.ucf.edu/Forms/UCF CERTIFICATE OF PARTIAL PAYMENT.pdf
http://www.rm.fs.ucf.edu/Forms/UCF CERTIFICATE OF PARTIAL PAYMENT.pdf
http://www.rm.fs.ucf.edu/Forms/UCF CERTIFICATE OF PARTIAL PAYMENT.pdf


 To be completed by contractor

 Must be submitted with the pay 

application even if a minority is 

not used

Click Here for Form

GO TO LIST

http://www.rm.fs.ucf.edu/FSBO/fsbo_forms.html
http://www.rm.fs.ucf.edu/Forms/UCF Certified Small Minority and Women Owned Business Participation.pdf
http://www.rm.fs.ucf.edu/Forms/UCF Certified Small Minority and Women Owned Business Participation.pdf
http://www.rm.fs.ucf.edu/Forms/UCF Certified Small Minority and Women Owned Business Participation.pdf


 Per approved GMP values, initial 

completed schedule must be sent via 

email to the Business Office 

 Must be submitted with Pay Application 

packet

 This form is not to be altered

Click Here to Access Form: FPC4110

GO TO LIST

http://www.rm.fs.ucf.edu/FSBO/fsbo_forms.html
http://fp.ucf.edu/forms
http://fp.ucf.edu/forms
http://fp.ucf.edu/forms


 Should be provided by Contractor as 

sub-contracts are finalized

 Updated as needed to confirm all sub 

license are valid

Click Here for Form

GO TO LIST

http://www.rm.fs.ucf.edu/FSBO/fsbo_forms.html
http://www.rm.fs.ucf.edu/Forms/License Package.pdf
http://www.rm.fs.ucf.edu/Forms/License Package.pdf
http://www.rm.fs.ucf.edu/Forms/License Package.pdf


 Submitted to UCF Project Manager for 

approval

 Should not be included in Pay 

Application until officially approved by 

“signature authorities”

 Must be completed within the first 90 

calendar days of the contract unless 

otherwise approved by FP&C

Click Here for Form

GO TO LIST

For further details regarding this form, please see form: UCF Facilities  Planning and Construction Financial Procedures

http://www.rm.fs.ucf.edu/FSBO/fsbo_forms.html
http://www.rm.fs.ucf.edu/Forms/Buyout Savings Transfer.pdf
http://www.rm.fs.ucf.edu/Forms/Buyout Savings Transfer.pdf
http://www.rm.fs.ucf.edu/Forms/Buyout Savings Transfer.pdf
http://www.fs.ucf.edu/Procedures/Financial Procedures- final 3.4.pdf


Click Here for Form

GO TO LIST

 Submitted to UCF Project Manager for 

approval

 Should not be included in Pay 

Application until officially approved by 

“signature authorities”

For further details regarding this form, please see form: UCF Facilities  Planning and Construction Financial Procedures

http://www.rm.fs.ucf.edu/FSBO/fsbo_forms.html
http://www.rm.fs.ucf.edu/Forms/Line to Line Transfer Form.pdf
http://www.rm.fs.ucf.edu/Forms/Line to Line Transfer Form.pdf
http://www.rm.fs.ucf.edu/Forms/Line to Line Transfer Form.pdf
http://www.fs.ucf.edu/Procedures/Financial Procedures- final 3.4.pdf


Click Here for Form

GO TO LIST

 Submitted to UCF Project Manager for 

approval

 Should not be included in Pay 

Application until officially approved by 

“signature authorities”

For further details regarding this form, please see form: UCF Facilities  Planning and Construction Financial Procedures

http://www.rm.fs.ucf.edu/FSBO/fsbo_forms.html
http://www.rm.fs.ucf.edu/Forms/Contractor Contingency Transfer Form.pdf
http://www.rm.fs.ucf.edu/Forms/Contractor Contingency Transfer Form.pdf
http://www.rm.fs.ucf.edu/Forms/Contractor Contingency Transfer Form.pdf
http://www.fs.ucf.edu/Procedures/Financial Procedures- final 3.4.pdf


Click Here for Form

 To  be completed by Contractor

 Must be signed by Architect (if applicable)

 Contingency usage must be approved by 

Project Manager before including in Pay 

Application packet

GO TO LIST

http://www.rm.fs.ucf.edu/FSBO/fsbo_forms.html
http://www.rm.fs.ucf.edu/Forms/Contractor Contingency Request Justification Form.pdf
http://www.rm.fs.ucf.edu/Forms/Contractor Contingency Request Justification Form.pdf
http://www.rm.fs.ucf.edu/Forms/Contractor Contingency Request Justification Form.pdf
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 To be completed by Contractor

 3 ORIGINALS or ELECTRONIC COPY  signed by  

Contractor and  Architect (if applicable)

 Submit to UCF Project Manager for approval

Click Here for Form

GO TO LIST

http://www.rm.fs.ucf.edu/FSBO/fsbo_forms.html
http://www.rm.fs.ucf.edu/Forms/Construction Contract Change Order.pdf
http://www.rm.fs.ucf.edu/Forms/Construction Contract Change Order.pdf
http://www.rm.fs.ucf.edu/Forms/Construction Contract Change Order.pdf


 To be attached with Change Order request

 To  be completed by Contractor

 3 ORIGINALS or ELECTRONIC COPY signed by  
Contractor and  Architect (if applicable)

 Must be signed by Architect (if applicable)

 Back-up documentation must be included with this form

Click Here for Form

GO TO LIST

http://www.rm.fs.ucf.edu/FSBO/fsbo_forms.html
http://www.rm.fs.ucf.edu/Forms/Change Order Request Justification Form.pdf
http://www.rm.fs.ucf.edu/Forms/Change Order Request Justification Form.pdf
http://www.rm.fs.ucf.edu/Forms/Change Order Request Justification Form.pdf


Click Here for Form

GO TO LIST

 Contractor submits Change Estimate and the Change Order 
Allocation Form

 To be approved by Project Manager and  FPC Directors

 Approved form to be attached with Change Order request

 Must be signed by Architect (if applicable)

 Back-up documentation must be included with this form

http://www.rm.fs.ucf.edu/FSBO/fsbo_forms.html
http://www.rm.fs.ucf.edu/Forms/Change Order Allocation Form.pdf
http://www.rm.fs.ucf.edu/Forms/Change Order Allocation Form.pdf
http://www.rm.fs.ucf.edu/Forms/Change Order Allocation Form.pdf
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Click Here for Detailed Instructions

GO TO LIST

http://www.rm.fs.ucf.edu/FSBO/fsbo_forms.html
http://www.rm.fs.ucf.edu/Forms/Direct Owner Purchase Program Instructions-Detailed.pdf
https://prezi.com/4aptsx2cjgvl/direct-owner-purchase-order-instructions/?utm_campaign=share&utm_medium=copy
https://prezi.com/4aptsx2cjgvl/direct-owner-purchase-order-instructions/?utm_campaign=share&utm_medium=copy


Quotes, 
Proposal 

Documents

• Vendor must include the most recent W-9 (or UCF Substitute W-9) for each Direct Owner Purchase Order

• Complete packet to be submitted to the contractor for further processing

• The contractor will prepare a Deductive Change Order to include the DOPO Packet

DOPO 
Information 

Sheet
Vendor W-9

Request for 
Purchase Order

GO TO LIST

http://www.rm.fs.ucf.edu/FSBO/fsbo_forms.html
http://www.rm.fs.ucf.edu/FSBO/fsbo_forms.html


 Subcontractor to complete the form when Direct Owner 

Purchase is requested

 Original Contractor signature required

 Contractor is responsible for assigning RPO number 

located in the upper left-hand corner of form  (number 

will be used as a tracking device and will be listed on 

Purchase Order) 

Click Here for Form

GO TO LIST

http://www.rm.fs.ucf.edu/FSBO/fsbo_forms.html
http://www.rm.fs.ucf.edu/Forms/Direct Owner Purchase Order Request Form.pdf
http://www.rm.fs.ucf.edu/Forms/Direct Owner Purchase Order Request Form.pdf
http://www.rm.fs.ucf.edu/Forms/Direct Owner Purchase Order Request Form.pdf


 Form to be completed by vendor and submitted with the 

DOPO packet

 Entries must correspond to Information from  W-9

Click Here for Form

GO TO LIST

http://www.rm.fs.ucf.edu/FSBO/fsbo_forms.html
http://www.rm.fs.ucf.edu/Forms/Direct Owner Purchase Order Information Sheet.pdf
http://www.rm.fs.ucf.edu/Forms/Direct Owner Purchase Order Information Sheet.pdf
http://www.rm.fs.ucf.edu/Forms/Direct Owner Purchase Order Information Sheet.pdf


 Invoice Summary Sheet required for invoice 
processing

 Subcontractor  to complete and sign then submit 
to contractor with detailed invoices from vendor

 Contractor to approve and sign then submit to 
UCF Project Manager.

 UCF Project Manager review, sign and give to 
Business Office for processing

Click Here for Form

GO TO LIST

http://www.rm.fs.ucf.edu/FSBO/fsbo_forms.html
http://www.rm.fs.ucf.edu/Forms/Invoice Summary Letter Authorizing Payment.pdf
http://www.rm.fs.ucf.edu/Forms/Invoice Summary Letter Authorizing Payment.pdf
http://www.rm.fs.ucf.edu/Forms/Invoice Summary Letter Authorizing Payment.pdf


 This form can be used to track request 

for purchase orders (RPO) prior to PO 

being issued by UCF

Click Here for Form

GO TO LIST

http://www.rm.fs.ucf.edu/FSBO/fsbo_forms.html
http://www.rm.fs.ucf.edu/Forms/Direct Owner Purchase Order Log.pdf
http://www.rm.fs.ucf.edu/Forms/Direct Owner Purchase Order Log.pdf
http://www.rm.fs.ucf.edu/Forms/Direct Owner Purchase Order Log.pdf


To be filled out by vendors *

Click Here for Form

*   UCF no longer accepts the older W-9 forms. 

All contractors are required to submit the 

current IRS revised form.

GO TO LIST

http://www.rm.fs.ucf.edu/FSBO/fsbo_forms.html
http://www.rm.fs.ucf.edu/Forms/W-9 Revision Form.pdf
http://www.rm.fs.ucf.edu/Forms/W-9 Revision Form.pdf
http://www.rm.fs.ucf.edu/Forms/W-9 Revision Form.pdf


Click Here for Form

To be filled out by vendors *

*   UCF no longer accepts the older W-9 forms. 

All contractors are required to submit the 

current IRS revised form.

GO TO LIST

http://www.rm.fs.ucf.edu/FSBO/fsbo_forms.html
http://www.rm.fs.ucf.edu/Forms/Substitute_W-9.pdf
http://www.rm.fs.ucf.edu/Forms/Substitute_W-9.pdf
http://www.rm.fs.ucf.edu/Forms/Substitute_W-9.pdf
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 Invoices and pay applications shall be received by 
UCF Business Office once a month

 Items not allowed to be transferred by 
contingency are:
▪ General Liability Insurance

▪ Builders Risk

▪ Payroll

▪ Fee

 When in doubt, always send detailed 
documentation

 The following are some items not reimbursable (common 
examples, not limited to):
▪ Coffee

▪ Paper plates

▪ Silverware

▪ Styrofoam cups

▪ Plastic cups

▪ Directory Assistance Calls, Data downloaded, Text messages, Cellphone 
accessories

▪ Late fees

▪ Equipment damage

▪ Finance charges

▪ Travel expenses

▪ Refrigerators

▪ Flowers

▪ Microwaves

▪ T-Shirts

▪ Pictures 

▪ Chargebacks

▪ Rental protection charges

▪ Insurance (any type other than required by contract)

GO TO LIST

 Please note: The purchase of any equipment (i.e. tools, ladders, computers, tv’s. etc.) should contain justification and needs to be
discussed with the Project Manager before the purchase in order to determine if the items are reimbursable. Please keep a list of all
serial numbers associated with the equipment and provide the list to the PM ( 1 copy to project accountant). Please be aware that all
equipment that is reimbursed by the University, belongs to the University and must be returned to the University once construction
has been complete.
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HOME

Any questions? Contact::


