[bookmark: _ndw1zkjklp2a]Change Order Template


	Project Name/Number
	

	Change Order Date
	


[bookmark: _l7x4p75sxrjw]Client Information

	Client Name
	

	Address
	

	Phone Number
	

	Email
	


[bookmark: _4b6se67ju0eo]Original Contract Reference

	Quote/Contract Number
	

	Date of Original Agreement
	


[bookmark: _5r0tqy2mh1zl]
[bookmark: _449wrqueh9j4]Description of Change
Provide a detailed explanation of the requested or required change(s) to the original scope of work:

	













[bookmark: _c176g9tnc7lt]Cost Adjustment

	Item Description
	Quantity
	Unit Cost
	Total

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	Subtotal
	$________

	
	
	Taxes 
	$________

	
	
	Total Adjustment
	
$________


[bookmark: _viplx8iiucav]Timeline Adjustment

	Original Completion Date
	

	New Estimated Completion Date
	

	Reason for Timeline Change (if any)
	



[bookmark: _r3eua53p4cqh]Authorization
I, the undersigned, authorize the changes as described above and agree to the cost and timeline adjustments.

	Client Signature
	


	Date
	



	Contractor Signature
	


	Date
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