Supplemental Instruction


Project:



Date Issued:

number







To Owner:

Tennessee Board of Regents

To Contractor:



The following supplemental instructions are issued in accordance with the Designer’s authority to order minor changes in the Work with no change in the Contract Sum nor the Contract Time.  If you believe that the Contract Sum and/or the Contract Time may be affected by these instructions, do not proceed with these changes; and, notify the Designer immediately.


Indicate your acceptance by signature below, and return a copy to the Designer.

Proceeding with the Work in accordance with these changes also indicates your acceptance.

Description:





Attachments:





Copy to:





Issued by:

Accepted by:

signature



signature

date

Instructions to Designer for using the Supplemental Instruction form:

1. This form is provided for use by designer’s who, for lack of AIA affiliation or another reason, do not have access to the comparable AIA form.  If feasible, it is preferred that designers use the comparable AIA form.

2. Maintain a log of orders for minor changes in the Work.  The OFD F643 is provided for this purpose.  Ensure that these orders are numbered sequentially for ease of reference.

3. In the spaces provided at the top, fill in:

a) the Supplemental Instruction number

b) the date issued

c) the project name, with location (institution), building, description (name), and SBC project number

d) the Owner recipient (already filled in on F656)

e) the Contractor recipient (company name only is sufficient)

4. For Description, include a complete description of the change in Work, indicating specific variances from the pre-existing requirements of the Contract Documents.  The description, including attachments listed below, must form a complete instruction.  In many cases, the description provided here in the form can be limited to a summary, with the attachments providing the details, so that the formal Instruction document is kept to a single page acting as a cover page for a small bound volume.

5. For Attachments, list all documents which, with the Instruction cover document, comprise the complete Instruction.  Provide a description (memo, specification section, drawing, etc.), date, and number of pages.  It is preferable that all attachments be uniform in size (eg. 8½” x 11”).

6. For Copy to, list by name the persons representing the Contractor and Owner teams to whom the Instruction is to be sent.  Include at least:

a) Contractor

b) Tennessee Board of Regents Office of Facilities Development (TBR OFD)

c) TBR OFD Construction Representative

d) Facility Coordinator

7. Sign where provided under “Issued by”, and press the Designer’s seal over this signature.

8. Delete or obscure the standard footer so that the Instruction is not mistaken for the standard form and the readers are not confused by the “Page 1 of 2” in the footer.  If using an editable version of this form (it is produced in MicroSoft Word™), the user is free to modify the document for multiple pages, to adjust the space provided (for description, attachments, etc.), and otherwise; however, TBR OFD expects supplemental instructions to follow this general format and prefers that supplemental instructions be covered by a single page form.

END
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