
"They ask for changes. They 
ask for lots of changes. And they 
want them in the same old time 
frame, of course."  Who are they, 
customers, project influencers, func-
tional managers, the project sponsor 
and even the project team?  They 
continually and even simultaneously 
pull the project in different, and often 
conflicting directions.  It takes them 
just three words,  “I’ve been think-
ing….., to get our blood pressure 
jumping.   The issue is managing 
changes that will and do occur ver-
sus allowing changes to become a 
tidal wave that knocks down all who 
stand before it. How do we control 
changes so that they are satisfied, 
and we aren’t agreeing to do more 
than is actually possible?  

 “No”, is not the answer, nor 
is agreeing willy-nilly, and facing the 
daggers of your coworkers. 

First accepting, acknowledg-
ing, and communicating up front, to 
the “they”, that change is a natural 
phenomenon.   As the product takes 
shape, the vistas of possibility grow 
wider. “After all, how long could it 
take to add this very small feature?  
Or, now that we know this, we could 
do it better another way?   Actually, 
our customers wouldn’t like it as 
much that way.  Getting a product 
without this, is useless and unac-
ceptable!”  

Second, is having them 
agree how much change they are 
willing to accept and what the 
boundaries for change will be.  For  
example – How much can the origi-
nal schedule flex to include addi-
tional changes?  How much more 
resources can they provide to ac-
commodate changes?  What is the 
minimum product that can be deliv-
ered by a specific date?  Inform them 
of the natural consequences of 
squeezing the time, costs, or quality 
of the desired product or service? 
Your job is to lead them to the best 
change solution for them.   
 
Change guidelines to consider: 
• Change is inevitable and often 

beneficial - the goal is to manage 
change; not eliminate it  

• Don’t start the project before 
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Customer 
Management 
and 
Communications  

they agree how to end the 
project – what are the mini-
mum requirements that will 
resolve the issue.  

• Obtain agreement in ad-
vance that changes and 
evaluation of changes must 
be funded, scheduled, or 
otherwise compensated for.  

• Document the process that 
they have agreed to stand 
behind.  

However they choose to 
manage change, it requires their 
participation. They will want to 
consider, implement, or post-
pone changes.  Instead of a tidal 
wave it will be more like a tide, 
it’s in or out. Changes will be un-
derstood, agreed to, funded, 
scheduled, or otherwise compen-
sated for.  That’s the best kind of 
change.  
Julie Mallord, President 

“The issue is managing 
changes that will and do 
occur versus allowing 
changes to become a 
tidal wave that knocks 
down all who stand 
before it.“ 
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F r o m  d o w n t o w n  S a l e m : P r o c e e d  n o r t h  o n  
H i g h  S t .  T h i s  s t r e e t  w i l l  c h a n g e  i t s  n a m e  t o  
B r o a d w a y .  C o n t i n u e  n o r t h .  A s  y o u  e n t e r  
K e i z e r  t h e  r o a d  c h a n g e s  t o  R i v e r  R d .  C o n t i n u e  
n o r t h  t o  M c N a r y  E s t a t e s  D r .  T u r n  l e f t  a t  t h e  
t r a f f i c  s i g n a l  a n d  p r o c e e d  t o  t h e  r e s t a u r a n t .  
F r o m  I-5 :  L e a v e  t h e  f r e e w a y  a t  e x i t  2 60 A  
c o m i n g  f r o m  t h e  n o r t h  o r  e x i t  2 6 0  c o m i n g  
f r o m  t h e  s o u t h .  T u r n  w e s t  t o w a r d  K e i z e r .  
F o l l o w  L o c k h a v e n  t o  R i v e r  R d .  a n d  t u r n  r i g h t  
( n o r t h ) .  P r o c e e d  t o  M c N a r y  E s t a t e s  D r .  T u r n  
l e f t  a t  t he  t r a f f i c  s i gna l  and  p roceed  t o  t he  
r e s t a u r a n t .  

D i r e c t i o n s:  

Buck Woodward, Ore-
gon Employment Department, IT 
Strategic Planner will be the Wil-
lamette Valley Chapters featured 
speaker for the June 15th lunch-
eon meeting.   His topic will 
cover Customer Management 
and Communications.  He will 
explore with Chapter members 
the disciplines mixed with soft 
skills required for successful pro-
ject management. 

Mr. Woodward holds a 
MBA from Brigham Young Uni-
versity and has 17 years of IT 
experience.  His career covers 
working in Aerospace for six 
years, the Information Technol-
ogy areas of  lumber industry, 
five years with Sequent, and Di-
rector of Technical Services for 
PROdx. 

Announcement:   There is an upcoming half day educational event scheduled for Friday, July 20th instead of our regular 
meeting.  The time will be from 8 AM—12 PM.  More details including location, speakers, and costs will be coming in the near fu-
ture.   Stay tuned.  Topic:  Identifying and Meeting Multi-Organization Stakeholder Expectations. 
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Remember the next meeting is:  
Friday June 15.  (The third Friday of the month) 

Location:  McNary Restaurant  
Time:  12 - 1 PM. 
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The Role of the Contract Administrator 
       More and more project managers are assuming the role of contract administrator when a 
project involves procurements of either a product or services acquired through a contract-
ing process.  
       The contract administrator’s involvement varies from one organization to another. Gen-
erally a contract administrator is the person who is responsible for the administration of all 
actions after the award of a contract that must be taken to assure compliance with the con-
tract. For example: timely delivery of products, acceptance of products, contractor payments, 
and closing out the contract at expiration.             
       These responsibilities typically fall to the contract administrator; however, these duties can 
be divided among several entities.  In order to be a contract administrator the project manager will need to 
know whether they have the appropriate authority to perform certain tasks.  Appropriate authority refers a to dollar 
level that an employee is allowed to spend.  For instance if you have the authority to spend up to $10,000 dollars, then 
you can approve and sign invoices, and accept products or services up to $10,000 dollars only.  If the project manager 
does not have the proper authority he/she may be a resource advising the contract administrator.  Duties may include: 
(but are not limited to) 

(a) Follow the administrative rules for the division; (government) 
(b) May assist in the preparation of a contract; 
(c) Obtain necessary approvals; and 
(d) Maintain a record of the not to exceed amount under the contract in order to update the records on a fiscal year   

basis;  
(e) Maintain a complete file of the contracting records including: 

• The details for the development and administration of the contract; 
• A copy of the solicitation, findings for justification of Sole source, Emergency or other method of selection;  
• A list of prospective contractors notified of the solicitation;  
• Method used to advertise or notify prospective contractors; 
• A copy of each proposal that results in a contract award;  
• Method of evaluating proposals, the results of the evaluation, and basis of selection; 
• Record of negotiation of the statement of work and results; 
• All information describing how the contractor was selected, including the basis for awarding the contract; and  
• Resulting contract, if awarded. 

(f) The contracting agency shall maintain contract files, including all documentation, for a period not less than six 
(6) years. Contract files shall be made immediately available for review upon the division's request. 
(government) 

In order to provide all the above duties successfully the contract administrator needs to be well informed of the con-
tracting process, have a thorough understanding and ability to interpret the contract language, and successfully apply the 
administrative duties during the life of the contract through closure.  

Linda Bell-Uribe, Project Manager  
ODOT Information Systems, Motor Carrier Application Development 


