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REQUESTS FOR CHANGE (RFC)
 

• The RFC acts as the amendment to the existing
Purchase Order (PO) and is a stand alone document 

• RFCs require a full description and justification of
what is being changed or added and WHY 

• Due date extensions also require justification 
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REQUESTS FOR CHANGE
 

4 Types: 
• Regular 
• Rush/Equote 
• No Cost 
• Field 
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REQUESTS FOR CHANGE
 

Regular RFCs: 
• Changes the project scope and cost (may also include date

extension) 
 Must be signed by the ATC, Site Manager and 

Administrative Reviewer 
• RFC Package includes: 

The RFC Form, signed by all necessary parties 
The updated SPI 
Any Tables, Figures, etc. referenced in the RFC description 
Relevant correspondence discussing the proposed changes 
Quotes for reimbursable or non-contract pay items 
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REQUESTS FOR CHANGE
 

• RUSH RFCs: 
• A rush RFC is used when the consultant is anticipating


needing to complete work in the next couple of days
 
• Rush RFCs are routed the same way as a regular change 

order, but at a much faster pace 
• The word RUSH is written on the upper right-hand 

corner of the RFC form and subject line of the submittal
email to prp.changeorder@dep.state.fl.us 

• ALL RUSH RFCs should be approved by the PRP 
Team Leader for Rush Processing 

• For Local Programs/Teams 5 & 6 Susan Fields must
approve the request 
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REQUESTS FOR CHANGE
 

• RFCs for Equotes: 

• All RFCs for Equote projects must reviewed and
approved by the Equote Specialist (Kyle Kilga or
Shawna Clayton) 

• Most of the cells in the Equote SPI are 
protected. If you are unable to update the SPI,
forward it with the RFC and request the specific
updates as necessary 
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REQUESTS FOR CHANGE
 

• RFCs for Equotes:
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REQUESTS FOR CHANGE
 

• No Cost RFCs: 
• PO End Date Extension 
• Deliverable Due Date Extension 

• If an SPI is changed even with a net cost change of
zero, it is NOT a No Cost RFC 

• No Cost RFCs are approved upon SM signature, but
must go through the current MFMP process 

• No Cost RFCs can only extend due dates for
deliverables that are not past due 

• PR Creators are now uploading No Cost RFCs to
Oculus 
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REQUESTS FOR CHANGE
 

•	 No Cost RFCs Cont.: 

•	 Always double check
whether the PO End Date 
should be Extended 

•	 Email completed RFC form
to prp.nocostchange@dep.state.fl.us 

• Always double check
MFMP for the current due 
dates 

• Do not use dates falling 
on weekends or Holidays 
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REQUESTS FOR CHANGE
 

• Field RFCs: 
• The Field RFC process can only be used while the
 

contractor is working in the field
 
• Field RFCs can only be authorized if sufficient contingent 

funding is available in the SPI to offset the change
amount to a net zero change 

• Once authorized, the site manager must update the SPI
and forward the documents to the Administrative 
Reviewer for approval  and processing through MFMP 
like regular RFCs. 
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REQUESTS FOR CHANGE
 

Field RFCs: 
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REQUESTS FOR CHANGE
 

Field RFCs:
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REQUESTS FOR CHANGE
 

• Field RFCs: 
• Contingent Funding: 

• Section 23-1 pay item, either $1,000.00 or $7,000.00 
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REQUESTS FOR CHANGE
 

How does Contingent Funding get into the SPI
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REQUESTS FOR CHANGE
 

•	 RFC Tips: 
•	 Double check site name and FAC ID 

•	 Verify the ATC’s name is complete and not cut off
 

•	 Review Quotes included with the RFC again 
•	 Quotes and correspondence cannot include confidentiality 

statements 
•	 Expiration Dates 

• Double check what type of RFC you are approving and 
make sure it has all the applicable signatures 
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Find the Error (s)
 

There are a lot of different things just in the header that can cause errors. 
Can you find the 3 errors below? 
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Answer
 

Note that the Contractor name error only happens when the embedded RFC 
that is a part of the SPI excel workbook is used. At this time, It can only be 
corrected by hand, or with PDF tools. 
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Find the Error
 

The corrections from the previous slide have been made. But, 
now what is the problem? 

6/14/2017 FDEP-PRP 18 



Answer
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Correction
 

All details need to be spelled out in the description and/or table(s) need to be attached 
and referenced. 
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Final Error on this RFC
 

What is the last problem with this RFC?
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Answer
 

DO NOT submit an RFC to extend a due date that has already passed!
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  Find the Error on this FRFC
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Answer
 

Only pay items that are needed while the ATC is currently in the 
field will be authorized on a FRFC.  A separate RFC can be 
submitted for pay items needed for the future. 
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