Change Order
[Company name]  |  [License number]  |  [Phone]  |  [Email]
	Change order number
	[#]

	Date
	[date]

	Project
	[project name]

	Job site address
	[address]

	Owner(s)
	[owner names]

	Original contract date
	[date]


Description of the change
	What is being added, removed, or changed

	[Describe exactly what changes. Be specific about materials, locations, and quantities.]


Reason for the change
☐ Owner request     ☐ Unforeseen condition     ☐ Design change
☐ Code or inspection requirement     ☐ Other: ____________
Cost and schedule
	Cost of this change (add or deduct)
	$

	Schedule impact (days added or removed)
	


Contract summary
	Original contract price
	$

	Previous change orders (total)
	$

	This change order
	$

	New contract total
	$


New contract total = original contract price + previous change orders + this change order.
Terms
	Contractor's approved terms

	[The contractor's approved language goes here, such as how and when this change will be billed. Do not edit legal wording yourself.]


Signatures
	________________________________
Owner
Date: ______________
	________________________________
Contractor
Date: ______________


Have your contractor approve this template before you use it. Rules vary by location, and this is not legal advice.
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