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Tips for working with the ALA contracts

A. Log into your ALA member profile. Select the contract you require and download to your computer

B. Editing Hints - See red numbers in Figure 1 below.

1.
2.
3.
4

5.

When inserting text, place your curser just left of the blank to be filled in.
Change the font style and size as desired.
Deleted text will appear struck through and a different color.

Pay attention and look for all the short blanks to be filled in. You are not limited in the amount of
text you insert even if the line is very short.

The specific change tracking marks shown will vary based on the track changes options you have
selected in your text editor.

C. Change tracking is locked in the contract documents. You will not be able to turn it off.

1.

Draft View - Save draft document with the tracking options set to show changes. Your view will
vary based on how you have set your specific text editor. Here insertions are underlined and in
blue, deletions are struck through in blue, balloons at right, and changes are tagged with a line in
the left column. This view will show your client the original text and what you have changed.
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0OC1-2016 — Owner/Contractor Agreement
(Lump Sum Fee)

CAUTION: THIS DOCUMENT HAS LEGAL CONSEQUENCES, ALA r 5 th /s eek the
ad Pl i . . By

mend, the parties

day of January —, 2016, by and

betwesn:
A i: Forit: (Default) Arial )
The OWNER is: ABC Corporation™ o
Ateation.  OmarOwner B e . d: Font: (Defautt) fcial )
Fhone Mumber: 000-000-0000 _Gell Number,_000-000:0000 "~ __ 1 o (Dol e )
Email: QOwnerf@abe com __cANe n
The Owner's Designated Representative iz Omar Owner, Jr. - { Font: (Delauk) fria %
b Font; (Defautt) lal
The CONTRACTOR 12: DEF Ccﬂlral:ting_ —— B ) [ F Font: (Default) Alal J
sttention: Lhuck Contractor Rk .
e e e ———— — = - F d; Font: {Default) Arial
- 0000000000 Gell Numbes, 000-000-0000 } - :an; f"l %
E@DEF.com “w | Formatted: Font: (Default) ial
nated Rey iwe is: Chuck Contractor _ — R Fonit: (Default) Alal )
Bl Font: (Default) Arial )
e SUNNNE e R — - - Lo Fonit: (Default) Al ]
ary 1 Cell Mumbec  000-000-0000 N { Font: Brush Script MT, 11 pt, Bald ]
Email: andyi s
The Architect’s Designated Representative is: Andrew Acchitest .~ N S E
The PROJECT is located at: 45¢ MainSr, Anwhere State Zioe 50 & &0 00 B9
The PROJECT consists of the construction of:  Tanet desssion of Project],_S

(Include the Legal Description, Property Index Mumber (FTM), and the name of the legal cwner(s) of the
property on =ing constructad in the description following, The Cumer shall provide a
survey wh all not be mare than i months old prioe to the submission of the Project for a building peemit)

T i _@

20 TERMS AND CONDITIONS: The Cwner and Contracter sach agres to be bound by the terms and

copditone contained do thy resment

Figure 1 - Draft Mode Tracking Options
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2. Final Mode - When contract terms have been accepted by all parties, you can change the
tracking options to show only the clean final copy.
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0OC1-2016 — Owner/Contractor Agreement
(Lump Sum Fee)

fie parties seek e

CAUTION: THIS DOCUMENT HAS LEGAL CONSEQUENCES., ALA recommends th
advice of their attorney(s) prior to execn ar meadifving o i cuting this
assune sole and complete responsibility for the content contaiy

sreentent, the parties

1.0 AGREEMENT: This Agreement is made and entered into this 30th day of January, 2016, by and between:
The OWNER is: ABC Corporation
Attention: Omar Owner
Phone Mumber:  000-000-0000 Cell Number: 000-000-0000
Emaik OOwner@abc.com

The Owner's Designated Representative is: Omar Owner, Jr.

The CONTRACTOR is: DEF Contracting

Attention: Chuck Contractor 8

Phone Mumber:  000-000-0000 Cell Numb.ﬂ:‘ 000-000—0000
Emaik Chuck@DEF com

The Contractor's Designated Representative is: Chuck Contractor

The ARCHITECT is: sé-teaibocts | ]

Attention: Andrew Architeck

Phone Mumber  000-000-0000_ Cell Mumbeg  000-000-0000
Emalk andy(@aaacchitect com

The Architect’s Designated Representative is: Andrew Architect

The PROJECT i located at 456 Main 5t., Anywhere, State, Zip

The PROJECT conaists of the construction of  [Inse? desripon of Prjecs],_Shott line still allows long text

(Include the Legal Description, Property Index Mumbec (PIN), and the name of the legal owmer(s) of the
property on which the Project is being constructed in the desceiption Following, The Owmer shall provide a
survey which shall not be mote than st months eld pricr te the submission ofthe Project for 2 building permit.)

20 TERMS AND CONDITIONS: The Owner and Contractor each agree to be bound by the terms and

conditions contained in the Agreement.

Figure 2 - Final Mode Tracking Options

D. Save the downloaded contract to your computer. Contracts are not saved on the ALA web server. If
you open, edit, and close without saving you will lose the document. The file that is downloaded is an
editable text document.

E. Because tracking is locked in contract documents, you will not be able to accept changes and clear
them from the document. Also with track changes locked, every change you make in a file is
permanently stored in that file. Start with a clean downloaded contract form for each new use.

F. Always use the most current version of the contract. Updated and improved ALA Contracts are
released periodically.

G. To see the final contract without change tracking marks you will have to adjust the track changes
settings in your text editor. The track changes settings and options will vary for each version of each
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text editor. Instructions on how to change these settings for several of the more popular text editors
are shown below. For more information or if your preferred text editor is not shown, a quick search
with your favorite search engine (Google, Bing, etc.) should get you the information needed.

Microsoft Word 2013

Under ReviewyT rack Changes. Drop dowen click on Track Change s Options.

MAILIMNGS REVIEW VIEW
L, *3 Simple Markup - ﬂl = Reject ~ _‘:J
2 t
z = Show Markup ~ I\ﬁa Previous Tl
S e Accept Compare
ges - L*| Reviewing Pane ~ - 7] Next -
Tracking Fa Changes Compare

Microsoft Word 2007 & 2010
Under Review/Track Changes. Drop down click on Track Changes Options.
For color options, change to “Auto”

redhatt_blog-e.docx - Microsoft Word

Mailings Review View Add-

- L
il At et
MNew  Delete Previous Ne

Comment hd
Comments

J_I Final Showing Marku
2] Show Markup ~

ﬂ Reviewing Pane ~
Tracking

ons

Track Changes (Ctrl+5Shift+E)

Track all changes made to the
document, including insertions,
deletions, and formatting changes.

() Press F1 for more help.
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Microsoft Word 2003

Under Tools/Options/Track Changes. On pull downs, change to “Hidden”

For color options, change to “Auto”

Spelling and Grammar...

uNomul & Times New Rg Besearch...
: Final Showing Markup + Show = Language
- - i Fix Broken Text...
HENER BN I Wl ¥ word Count..
}L] e #20n Ay 0 B B S B 3 AgtoSummarize...
Speech
Shared Workspace...
g 3 Trock Changes Ctrle Shift-£
" Compare and Merge Documents...
:q Protect Document...

Mac, Microsoft Word 2011

Under Review Tracking Drop dower.

| Ducwment Fleoents | Tables | Charts  Smunhdn | Review L_
_Trlﬂ-:ing

\Firal Showing Marwp 5 | (5 2, 43
';f E =

7 Show Markup T i Accegt  Reect  Previcus
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