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Construction Contract Additional Work Workflow 
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Management/Services Contract Additional Work Workflow 
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Construction Contract Additional Work Process  
For Subcontracted work, Expense Contracts are agreements between the Construction Management Firm and 
the General Contractor. For self-performed JOC and Emergency Construction and Management, Expense 
Contracts contain SCA authorized work. A Work Authorization processes Expense Contract cost items for 
approval and encumbrance. All cost lines are grouped by Work Type and LLW and copied into Master Contract 
Authorizations. 

 

Process Overview  

The CM Firm submits Additional Work from an Issue on behalf of the GC, which will result in an Amendment. This 
can be necessary when there is a Change in Condition, or some other issue that requires additional funds, so 
that the contractor can perform this additional work. For a Hard Bid project, this is a Change Order. 

The Additional Work will go through PIN approval based on dollar value.  

• SCA PO or CM Project Manager  
• SPO  
• CPO (only if Additional Work exceeds $25K)  
• VP (only if Additional Work exceeds $100K)  

Next, the CM Project Manager and Contractor are required to DocuSign approve the Additional Work.  

Finally, the Operations Manager reviews and PIN code signs the Additional Work. The System will conduct a RESOA 
budget check for LLWs flagged with RESOA funding. If RESOA Funds are available, the amendment is sent to 
Finance for encumbrance. Once funds are encumbered, the Additional Work is available for payment.  

Notes  

In some projects, there may be an SCA Project Officer instead of a CM project Manager. In these projects, the SCA 
PO performs all the actions normally performed by the CM Project Manager.  

After the Operations Manager approves the Additional Work, they retain the option to request that the Additional 
Work is unlocked. A task will be sent to Finance to approve or reject the unlock request.  
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Step-by-Step Instructions 

CM Submits Additional Work from Issues 

1. Navigate to Project Finder> Requirements> Emergency> Emergency Construction (or Emergency 
Construction & Management) and select the Construction Company that contains the desired 
Emergency Program. 

 

 
2. Click the desired program ex: EMGY Construction Fire Damage Remediation Program. 

 

 

3. Click on the CM Firm. 
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4. Click on the Sub Project. The Project title appears at the top.  
 

 
 

5. Click Apps> Cost Management> Issues 
 

 
 

6. Click the Issue. Project Information opens on the right. 
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7. Click the Edit button at the top 
 

 
 

Notice in Project Information that the Expense Contract is already populated. If there is more than 
one expense contract for this project, select it via the drop-down menu. 
 

 
 

8. Scroll to the Items section. You might see the Estimate document already listed. If not, reach out to 
A&E to get the estimate and upload it to References. 
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a. Select the Cost Code (LLW) from the drop-down menu. The Description field auto-populates. 
 

 
 

b. Under Potential Cost, enter the agreed upon Additional Work amount in the AW field 
c. Enter the AW Date. (This is the date of the signed AW agreement.) 

 

 
 

9. Optional: Enter any new comments under Comments.  

 

10. In References, click Upload to attach the signed AW agreement.  
NOTE: Attach any SCA ONLY documents in the Issues app, where the GC can’t view them. 
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11. Click OK to close the upload window. 
12. Click Save/Close. You must do this before you can initiate the issue. 
13. Navigate back to the Items section and click Initiate Additional Work. 

 

 
 

14. Click Start Processing in the Process window. 
 

 

Kahua redirects you to the Expenses app> the Additional Work tab. Additional Work is started in the Issues 
app, but the Additional Work record is completed in the Expenses app.  
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15. In the Details section, enter the required Justification for Change in the field.  
 

 
 

16. NEW! Part of Original Award 
When a change order or additional work is created for LSP, JOC, or EMGY projects, the user must 
indicate whether the work was included in the original work authorization: 
 

• Select Yes if the work was part of the original authorization. 
• Select No if the work is entirely new and not included in the original scope. 
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17. In the Scope section, (Required) add the Scope of Work, which will be the reason for the additional 
work and to justify the additional dollar amounts.  
 

 
 

18. Items Section: Ener a CSI Code if applicable.  
NOTE: If there are multiple LLW's for this project that the additional work applies to, more lines can be 
inserted, but the total of all lines must add up to the Total. (Ex: $75,000). 
 

 

 

18. Markup section: Markups do not apply for Construction, so this is automatically checked as Override 
Markup. No further action is necessary in this instance.  
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19. References section: You need to upload the Additional Work Request from the SCA SPO and 
additional documents, including estimates from the Contractor and instructions from the SCA needed 
to perform the work.  
 

 

CM Creates an Approval Doc 

Now you must make an Approval Doc, which is a combination of all the supporting documents and the 
Requests for Amendment in one long PDF, or one consolidated PDF. 
 

20. Click Add Approval Doc in the header. 
 

 

Step 1 of 2: 
 

1. Enter a File Name format required by the Ops Managers:   
Example: Contract number (C + last 6 digits) - BDLG # - EC000X - LLW - AW0000X 

2. Check the checkboxes for all necessary, including Request for Amendment. 
• Ignore the View / Amendment line underneath Request for Amendment. 

3. Click NEXT 
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Step 2 of 2: Review and reorder selected documents 
 
• Make sure that the Request for Amendment is always at the top, and everything underneath is in 

the order in which it is meant to be read in the consolidated PDF.  
• Click Move to Top / Move to Bottom to reorder, or use the up/down arrows on the right  
• Click Complete when done. 
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The Approval Document is now present under the Approval Document heading.  
 

 

• IMPORTANT: Scroll to the right. Make sure that the Preview Status reads as Rendered. If the 
approval document is still rendering, you must wait until it is complete before you continue with 
the process or it will get “stuck” in the system.  

• It might take a while because the system is merging the individual documents into one Approval 
Document. You might need to delete the Approval Document and start over if it takes more than a 
few hours. 
 

 

21. Click Save / Close. 
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Review the Approval Document 

NOTE: As a best practice before submitting the Additional Work Approval doc, you might want to view the 
PDF to ensure that everything is in order and included. 

• Click the View drop-down at the top to view the Request for Amendment with References.  
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This is the Construction Manager PDF Request for Amendment with all related information. 

 

 

• Scroll through to view the appropriate documentation underneath, including the Contract Total, and 
to view the Signatures section.  
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• If you need to make any changes you can always click the Edit button at the top, make your 
changes in the References section / Approval Document, then click Save and Close. 

Submit the Approval Document 

22. Click Submit for Approval at the bottom of the record. 

 

 

CM Pin Signs 
Notice under the Dates and Workflow section of the Additional Work record that the workflow status reads 
Pending Review by the CM.  

 
1. Click the Task Clipboard.  

NOTE: Workflow status reads as “Pending Review” and “Assigned to SCA CM Firm 2.” 
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2. Click on the desired Additional Work item. 

 
 

3. Click Approve if you are ready to send it forward to the next person in the workflow.  

NOTE: If you identify an error, click Decline and make any corrections.  
 

 

 

4. In the Add Signature Window, enter your PIN. 
5. Click Continue. 
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The SPO receives a Task and an email notification that a PIN sign must occur. 

SPO and CPO - Review and PIN Sign  

Notice under the Dates and Workflow section of the Additional Work record that the workflow status reads 
Pending Review and who it is assigned to (who’s ball in court).   

  

  

 

 

 

 

 

 

 

 

 

For instructions on PIN Signing for the SPO and CPO roles, refer to the CM Pin Sign section as the procedure is 
the same.  

a. SPO PIN signs,  
b. then the CPO PIN signs.  

NOTE: Once the CPO has PIN signed, the document comes back to the CM to DocuSign.   
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DocuSign Workflow 

Next, the Additional Work must be Docusigned in order by the following people. They will receive an email 
outside of CAMP from DocuSign with instructions. Click here to learn about DocuSign.  

• CM Program Manager 
• GC General Contractor 

NOTE: Any approver has an option in DocuSign to return the approval doc. Click Other Actions in the top right, 
then select Decline to Sign. This will send the approval document back to the CM. 

 

Next, the OPS Manager must Pin Sign the Additional Work. 

OPS Manager PIN Signs  

Under the Dates and Workflow section of the Additional Work record, the workflow status will read 
Pending Review by the Ops Manager.  
 
For instructions on PIN Signing, refer to the CM Pin Sign section. 

 

CM Final Review 

1. Navigate to Expenses and select the Additional Work.  

 

https://dnnhh5cc1.blob.core.windows.net/portals/0/IT/Training/CAMP/2023%20Updated%20CAMP%20User%20Guides/DocuSign-CAMPTrainingGuide.pdf?sv=2017-04-17&sr=b&si=DNNFileManagerPolicy&sig=7NHgpTtF2bjZdhD9x%2B3qyBjLjjHMYLk1gSNsPug2cPM%3D
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2. Under Signatures, verify that all required signatures and present and complete. 
 

 
 
3. Under Integration, the message will read “Oracle Call Succeeded.”  
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