Change order
	Project
	
	Change order number
	

	Project number
	
	Date
	

	Owner or client
	
	Contract date
	

	Contractor
	
	Status
	Proposed / Approved / Rejected

	Architect or engineer
	
	Reason
	



Description of the change
	

	

	



Cost breakdown
	Type
	Description
	Qty or hours
	Unit
	Unit cost or rate
	Amount

	Labor
	
	
	
	
	

	Labor
	
	
	
	
	

	Material
	
	
	
	
	

	Material
	
	
	
	
	

	Equipment
	
	
	
	
	

	Subcontract
	
	
	
	
	

	Other
	
	
	
	
	



	Direct cost
	

	Overhead (___ %)
	

	Profit (___ %)
	

	Bond and insurance (___ %)
	

	Change price before tax
	

	Sales tax, GST/HST or PST/QST (___ %)
	

	Total of this change
	



Contract sum
	Original contract sum
	

	Net change by earlier approved change orders
	

	Contract sum before this change order
	

	This change order
	

	New contract sum
	



Contract time
	Original completion date
	

	Days added by earlier approved change orders
	

	Days added or removed by this change order
	

	New completion date
	



Approval
Signing this change order records agreement on the change in the work, the adjustment to the contract sum and the adjustment to the contract time stated above.
	
	Owner or client
	Contractor
	Architect or engineer

	Name
	
	
	

	Signature
	
	
	

	Date
	
	
	



Blank template from flectic.com/tools/change-order-form, where the same form calculates markups, tax and the new contract sum.
