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Construction Change Order

	Project Name
	
	Prepared By
	

	Project Number
	
	Contact (Email/Phone)
	

	Owner / Client
	
	Reference (RFI/Dwg/Spec)
	

	Contractor / Subcontractor
	
	Reason for Change
	

	Change Order No.
	
	Status
	

	Contract No.
	
	Attachments / Links
	

	Original Contract Date
	
	
	

	Date of Change Order
	
	
	



	Change Summary
	Detailed Description of Work (added/removed)

	{{Short title / summary of change}}
	{{Detailed description. Add references to drawings/specs.}}

	
	

	
	

	
	

	
	



	Cost Breakdown (itemize as needed)

	Line #
	Description
	Unit
	Quantity
	Unit Price
	Line Total

	1
	
	
	
	
	

	2
	
	
	
	
	

	3
	
	
	
	
	



	Subtotal
	

	Taxes (if applicable)
	

	Overhead & Profit (%)
	

	Overhead & Profit Amount
	

	Total Proposed Cost
	



	Net Change to Contract
	Time Impact

	Original Contract Amount
	
	Additional Contract Time (days)
	

	Net Change (this Change Order)
	
	New Completion Date (if applicable)
	

	New Contract Amount
	
	Schedule Impact Notes
	



	Approvals

	Role
	Name
	Title
	Signature
	Date

	Contractor Authorized Rep
	
	
	
	

	Owner/Client Authorized Rep
	
	
	
	

	Designer/Engineer (if required)
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