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About 
A Time Change Request (TCR) is submitted by the General Contractor to request a change to the agreed upon time 
expected to complete an approved job that is underway. 

Notes 
While the TCR process is consistent for all project types, the terms CM Firm and CM PM are specific to Requirements 
projects.  The CM Firm acts on behalf of the General Contractor and the CM PM is in the role of the Project Officer. 

Process Overview 
The CM Firm creates a TCR, then processes the TCR to create an Issue.  After the estimated cost is determined by the 
finalized PCO, the CM Firm submits the TCR to the CM PM and SPO for DocuSign approval. If the Estimated Cost is 
greater than $25k or the Time Estimate (Consecutive Calendar days) is greater than 15 days, the TCR is sent to CPO for 
DocuSign approval. If the Estimated Cost is greater than $100k or the Time Estimate (Consecutive Calendar days) is 
greater than 30 days, the TCR is sent to VP for approval. Then the TCR is sent to the Scheduling Admin to assign a 
Scheduler. 
 
The Scheduler creates a recommendation memo which is sent to the CM PM for Issuance to the CM Firm, CPO, 
Scheduling Director for DocuSign approval. Then the TCR is sent to Scheduling Admin to package and send to COU Senior 
Director to complete, prompting update of the Proposal in CES.  
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Workflow Diagram 
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Step-by-Step Instructions 
Create TCR 

Steps 
1. Go to 'Project Finder' > Select desired Subproject/Project 

 

 
 

2. Go to 'Apps' > Select 'TCR' 
 

 

 
     
Role  Preceding Steps  Outcome 

CM Firm 
 

The General Contractor has a 
request to change the agreed 
upon time expected to 
complete an approved job that 
is underway.  

 

TCR is created. 
Issue is created and linked. 
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3. Select 'New' > Select LLW > Enter TCR information > Click 'Save / Close' 
 

 
 

4. Click 'Initiate Issue' 
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5. Click 'Start Processing' 
 

 
 

6. Click 'Save / Close' 
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Update TCR 

 
     
Role  Preceding Steps  Outcome 

CM Firm 
 

An existing TCR that has not 
been submitted.   

The TCR is updated. 

 
Steps 

1. Return to the TCR application > Select the desired TCR > Select 'Edit' 
 

 
2. Navigate to the 'REFERENCES' Section > Select 'UPLOAD' > Upload the appropriate TCR support 

documentation > Click 'Save / Close'
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Submit TCR 

 
     
Role  Preceding Steps  Outcome 

CM Firm 
 

An existing TCR that has not 
been submitted. 
 
Estimated Cost has been 
acquired from the PCO. 

 

All TCRs are reviewed and 
accepted by the CM PM and 
SPO. 
 
Specific TCRs are reviewed and 
accepted based on the 
estimated cost and time: 
• CPO over $25K or over 15 
days 
• VP over $100K or over 30 
days 

 
Step 

Select the TCR application > Select the desired TCR > Click 'Submit' 
Note: The Estimated Cost field must be filled from the CES integration before the CM Firm can submit. 

 
 
 

DocuSign TCR – CM PM, SPO, CPO 

 
     
Role  Preceding Steps  Outcome 

CM PM, SPO 
 
CPO: when the estimated cost 
is over $25K or the time 
estimate is over 15 days 

 

The TCR is submitted for 
acceptance.  

The TCR is forwarded to the VP 
for acceptance or to the 
Scheduling Admin. 
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Steps 
1. Go to email account > Select email > Select 'REVIEW DOCUMENT' 

 

 
 

2. Check the 'I agree to use electronic records and signatures' box (only if first time using DocuSign) > Click 
'CONTINUE' 

 
 

3. Click 'Sign' on the appropriate signature line > Click 'FINISH'  
Note.  The image shows the steps for the CM PM.  The steps for the SPO and CPO are the same. 

 
 

4. You may be presented with the following box to Adopt your signature.  Select your preferences > Click 'ADOPT 
AND SIGN' 
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Decline DocuSign TCR – CM PM, SPO, CPO 

 
     
Role  Preceding Steps  Outcome 

CM PM, SPO 
 
CPO: when the estimated cost 
is over $25K or the time 
estimate is over 15 days 

 

The TCR is submitted for 
acceptance.  

The TCR is returned to the CM 
Firm for resubmit. 

 
Steps 

1. Go to email account > Select email > Select 'REVIEW DOCUMENT' 
 

 
 

2. Click 'Other Actions' > 'Click Decline to Sign' 
Note.  The image shows the steps for the CM PM.  The steps for the SPO and CPO are the same. 
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3. Click 'Continue'  

 
 

4. Provide a reason for declining > Click 'Decline to Sign' 
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Accept TCR – VP 

 
     
Role  Preceding Steps  Outcome 

VP of Construction 
 

The TCR is DocuSign approved 
and the estimated cost is over 
$100k or the time estimate is 
over 30 days. 

 
The TCR is accepted. 

 
Step 

Navigate to 'Tasks' > Select the task > Click 'Accept' 

 
 

Decline TCR – VP 

 
     
Role  Preceding Steps  Outcome 

VP of Construction 
 

The TCR is DocuSign approved 
and the estimated cost is over 
$100k or the time estimate is 
over 30 days. 

 
The TCR is rejected. 

 
Step 

Navigate to 'Tasks' > Select the task > Click 'Return' > Enter return reason > Click 'Continue' 
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Assign to Scheduler 

 
Step 

Navigate to 'Tasks' > Select the task > Scroll to 'DATES & WORKFLOW' section > Select a 'Scheduler' > Select 
'Submit'

 
 

 
     
Role  Preceding Steps  Outcome 

Scheduling Admin 
 

The TCR is accepted. 
 

Scheduler is assigned. 
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Send Recommendation Memo 

Steps 
1. Navigate to 'Tasks' > Select the task > Scroll down to the 'REFERENCES' section > Select 'UPLOAD' > Select the 

file to upload > Click 'Open' > Click 'Ok' 
 

 
 

 
 

 
     
Role  Preceding Steps  Outcome 

Scheduler 
 

A Scheduler is assigned. 
 
Note.  The Scheduler creates a 
Recommendation Memo and 
coordinates with others 
outside of CAMP. 

 

Scheduler submits 
Recommendation Memo. 
 
The CM PM issues the 
Recommendation Memo for 
approval. 
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2. Navigate to 'Tasks' > Select the task > Scroll down to the 'REFERENCES' section > Select the '…' icon > Select 
'Add Approval Doc' > Enter the filename > Select approval documentation > Click 'Ok' 
 

 
 

 
 

3. Navigate to 'Tasks' > Select the task > Click 'Send Recommendation' 
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Return TCR 

 
Step 

Select the assigned task > Select 'Return' > Enter in return reason > Click 'Continue' 

 
     
Role  Preceding Steps  Outcome 

Scheduler 
 

A Scheduler has been assigned. 
 

The TCR is returned to the CM 
Firm to resubmit 
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Cancel TCR 

 
Step 

Select the assigned task > Select 'Cancel' > Enter in return reason > Click 'Continue' 

 
     
Role  Preceding Steps  Outcome 

Scheduler 
 

A Scheduler has been assigned. 
 

The TCR is cancelled 



Page | 19 

 

Issue to CM PM 

Step 
Navigate to 'Tasks' > Select the task > Click 'Send'

 
     
Role  Preceding Steps  Outcome 

CM PM 
 

Scheduler sent the 
Recommendation Memo.  

DocuSign Approval Starts with 
the CM PM. 
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DocuSign Approve 

 
Steps 

5. Go to email account > Select email > Select 'REVIEW DOCUMENT' 
 

 
 

6. Check the 'I agree to use electronic records and signatures' box (only if first time using DocuSign) > Click 
'CONTINUE' 
 

 
     
Role  Preceding Steps  Outcome 

Approval Sequence: CM Firm > 
CPO > Scheduling Director  

The Recommendation Memo is 
issued.   

The TCR is approved. 



Page | 21 

 
 

7. Select 'Signature' > Place on Signature line > Select Date Signed > Place on Signature line > Click 'FINISH'  
Note.  The image shows the steps for the CM Firm.  The steps for the CPO and Scheduling Director are the 
same. 

 
 

8. You may be presented with the following box to Adopt your signature.  Select your preferences > Click 'ADOPT 
AND SIGN' 
 

 
 

DocuSign Reject 

 
     
Role  Preceding Steps  Outcome 

CM Firm, CPO, Scheduling 
Director  

The Recommendation Memo is 
issued.  

The TCR is returned to the 
Scheduler. 

 
Steps 
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1. Go to email account > Select email > Select 'REVIEW DOCUMENT' 
 

 
 

2. Click 'Other Actions' > 'Click Decline to Sign' 

 
 

3. Click 'Continue'  

 
 

4. Provide a reason for declining > Click 'Decline to Sign' 
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Package TCR 

 
Step 

Navigate to 'Tasks' > Select the appropriate task > Navigate to the 'REFERENCES' section > Check boxes for 
documents to package (attach) to the TCR > Select 'Submit' 

 

Complete TCR 

 
Step 

Navigate to 'Tasks' > Select the appropriate task > Click 'Submit'

 
     
Role  Preceding Steps  Outcome 

Scheduling Admin 
 

The TCR is DocuSign approved. 
 

The TCR package is sent to the 
COU Senior Director. 

 
     
Role  Preceding Steps  Outcome 

COU Senior Director 
 

Package is submitted. 
 

TCR is completed. 
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