YOUR COMPANY

Change order

ADDRESS PHONE - EMAIL - LICENSE co-

PROJECT TO (OWNER / GENERAL CONTRACTOR) CONTRACT SUM

Original contract

Prior approved changes
Contract before this CO
This change order
Revised contract sum

DATE ISSUED REFERENCE (RFI / DRAWING / DIRECTIVE) REQUESTED BY

REASON FOR CHANGE

[J owner request [] Design change [ Field conditions [] Code requirement [] Other

DESCRIPTION OF THE CHANGE — what is added, deleted or revised — reference the drawing, RFI or site condition that triggered it

# DESCRIPTION OF CHANGED WORK QTY UNIT UNIT PRICE AMOUNT
ADJUSTMENT TO THE SCHEDULE — Contract time is increased / decreased / unchanged by ___ Additions
calendar days. Revised completiondate: ________
Deductions
Subtotal

Overhead & profit (___%)

The price and time above are full and final compensation for the changed work, including Net change this CO
all direct, indirect and cumulative impacts. No changed work proceeds until both parties

sign. Once signed, this change order adjusts the contract sum and becomes billable on the

next application for payment.

Approval

Both parties agree the contract sum and contract time are revised as shown above and the contractor is authorized to proceed
with the described work.

Contractor - your company Owner / GC - authorized representative
SIGNATURE SIGNATURE
PRINTED NAME AND TITLE DATE PRINTED NAME AND TITLE DATE

General-purpose form, not legal advice. Your contract may set specific notice periods, pricing rules (unit rates, allowable markup) and documentation requirements for changes — follow those first. Keep the
signed original with the pay application it is billed on.
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