
 

 

Construction Contract – Adjustment Claim   1 

 

OFFICIAL 

 

 

Quick Reference Guide   

This QRG aligns with the Project Management Framework 

Project and Contract Management System 

Construction Contract Adjustment Claim 

This guide provides instructions on how to enter, assess and approve an 

Adjustment/Variation claim of a Construction contract.  

Contents 
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You will notice that the Superintendent’s Representative (SR) tasks are grouped. 
Some tasks will be marked Blocked. 

 

[SR} Enter assessed Adjustment 

1. Click on the task box, read instructions and Go To Screen 

 
 
The Adjustments list screen will display 

 
 
2. Select the Click here to add a new Adjustment link 
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NOTE: If the Adjustment requires an extension of time (EOT) please see the 

Appendix for further instruction. 

9. An Approval is Required from the CM 

¶ Contract Details - Check the following details  

¶ Officers to Approve (select the current Contract Manager from the dropdown 

list)  

¶ Attachments (can be added if appropriate)  

¶ Message (enter message for Contract Manager if required 

 
10. Forward to the CM – Click Send 

A blue folder will display under status as shown in the screenshot below, indicating 

the adjustment is awaiting approval by the Contract Manager. 
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2. Select the Adjustment from the list (Note: These instructions assume you 
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8. Approve the Adjustment using the yellow arrow and process described 

earlier in this document. 

9. Click  
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