[Your Business Name] · [Phone] · [Email] · [Address]
CHANGE ORDER
1. Project details
	Project name
	[Project name]
	Customer name
	[Customer name]

	Project address
	[Street address, city, state, ZIP]

	Original contract no.
	[Contract number]
	Original contract date
	[MM/DD/YYYY]


2. Change order
	Change order no.
	[CO number]
	Change order date
	[MM/DD/YYYY]


3. Description of change
[Describe the work being added, removed or changed. Include location, materials and scope.]
	

	

	

	


4. Reason for change
☐  Customer request	☐  Unforeseen condition	☐  Design change	☐  Other: [specify]
5. Cost impact
	Description
	Qty
	Unit
	Rate
	Amount

	Example: Add 4 recessed LED ceiling lights in kitchen
	4
	ea
	$85.00
	$340.00

	Example: Credit: remove tile backsplash from scope
	30
	sq ft
	$12.00
	$(360.00)

	[Item description]
	[Qty]
	[Unit]
	$[0.00]
	$[0.00]

	[Item description]
	[Qty]
	[Unit]
	$[0.00]
	$[0.00]

	[Item description]
	[Qty]
	[Unit]
	$[0.00]
	$[0.00]

	Subtotal
	$[0.00]

	Tax ([0.00]%)
	$[0.00]

	Total change (+/−)
	$[0.00]

	Original contract amount
	$[0.00]

	Revised contract total
	$[0.00]


Show credits in parentheses. Revised contract total = original contract amount + total change. Delete the example rows before sending.
6. Schedule impact
	Days added (+) or removed (−)
	[+/− number] days
	Revised completion date
	[MM/DD/YYYY]


7. Terms
Work described in this change order will start only after both the contractor and the customer have signed below.
8. Signatures
	CONTRACTOR
	
	CUSTOMER

	Name
	[Printed name]
	
	Name
	[Printed name]

	Signature
	
	
	Signature
	

	Date
	[MM/DD/YYYY]
	
	Date
	[MM/DD/YYYY]


Free template from cloudjobmanager.com. This template is for general information and is not legal advice.
