Change order form template (educational sample)

CHANGE ORDER

Project Name: __________
Project Address: ________
Owner: ___________
Contractor: ___________

Change Order Number: ____
Date: ________

Original Contract Amount: $____
Revised Contract Amount (if approved): $____

Description of Change:

Provide a detailed description of the scope modification, including materials, labor, specifications, and reference drawings if applicable.

Reason for Change:

☐ Owner request
☐ Design revision
☐ Unforeseen site condition
☐ Code requirement
☐ Other: _______

Cost Impact:

Labor: $____
Materials: $____
Equipment: $____
Overhead & Profit: $____

Total Change Amount: $____

Schedule Impact:

☐ No change to project schedule
☐ Adds __ calendar days
☐ Revises completion date to: _____

Approval:

Owner Signature: ______ Date: __
Contractor Signature: _____ Date: ___

No work associated with this change shall proceed without written authorization unless otherwise provided by contract.
