YOUR LOGO
Your Company Name	CHANGE ORDER
Street address · City, State ZIP	No. ____________   Date ____________
Phone · Email · License no.
 
 
	PROJECT
                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                     


 
	PROJECT
                                                                                                                                                                                                                                                    
	 
                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                               

	OWNER
                                                                                                                                                                                                                                                    
	 
                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                               

	CONTRACT (TITLE AND DATE)
                                                                                                                                                                                                                                                    
	 
                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                               


 
	DESCRIPTION OF THE CHANGE
                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                     


 
	WORK ADDED, DELETED OR CHANGED
                                                                                                                                                                                                                                                    
	 
                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                               

	LOCATION OR DRAWING REFERENCE
                                                                                                                                                                                                                                                    
	 
                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                               

	REASON FOR THE CHANGE
                                                                                                                                                                                                                                                    
	 
                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                               

	ATTACHMENTS
                                                                                                                                                                                                                                                    
	 
                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                               


Attach any drawings, quotes, photos, or time and material tickets that support this change.
PRICING METHOD:   ☐ Lump sum     ☐ Time and materials     ☐ Unit price
 
	COST OF THE CHANGE
                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                     


 
	ITEM
                                                                                                                                                                                                                                                                                                          
	BASIS
                                                                                                                                                                                                                                                                                                                                                                                                                             
	AMOUNT
                                                                                                                                                                                                              

	Materials
                                                                                                                                                                                                                                                                                                          
	 
                                                                                                                                                                                                                                                                                                                                                                                                                             
	 
                                                                                                                                                                                                              

	Labor (hours × rate)
                                                                                                                                                                                                                                                                                                          
	 
                                                                                                                                                                                                                                                                                                                                                                                                                             
	 
                                                                                                                                                                                                              

	Labor burden
                                                                                                                                                                                                                                                                                                          
	 
                                                                                                                                                                                                                                                                                                                                                                                                                             
	 
                                                                                                                                                                                                              

	Subcontractors
                                                                                                                                                                                                                                                                                                          
	 
                                                                                                                                                                                                                                                                                                                                                                                                                             
	 
                                                                                                                                                                                                              

	Equipment
                                                                                                                                                                                                                                                                                                          
	 
                                                                                                                                                                                                                                                                                                                                                                                                                             
	 
                                                                                                                                                                                                              

	Direct cost
                                                                                                                                                                                                                                                                                                          
	 
                                                                                                                                                                                                                                                                                                                                                                                                                             
	 
                                                                                                                                                                                                              

	Overhead
                                                                                                                                                                                                                                                                                                          
	 
                                                                                                                                                                                                                                                                                                                                                                                                                             
	 
                                                                                                                                                                                                              

	Total cost
                                                                                                                                                                                                                                                                                                          
	 
                                                                                                                                                                                                                                                                                                                                                                                                                             
	 
                                                                                                                                                                                                              

	Markup or profit
                                                                                                                                                                                                                                                                                                          
	 
                                                                                                                                                                                                                                                                                                                                                                                                                             
	 
                                                                                                                                                                                                              

	Change order total
                                                                                                                                                                                                                                                                                                          
	 
                                                                                                                                                                                                                                                                                                                                                                                                                             
	$
                                                                                                                                                                                                              


 
	CONTRACT SUM AND TIME
                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                     


 
	CONTRACT SUM BEFORE THIS CHANGE
                                                                                                                                                                                                                                                                                                                    
	 
                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                               

	THIS CHANGE (ADD OR DEDUCT)
                                                                                                                                                                                                                                                                                                                    
	 
                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                               

	NEW CONTRACT SUM
                                                                                                                                                                                                                                                                                                                    
	 
                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                               

	DAYS ADDED OR REMOVED
                                                                                                                                                                                                                                                                                                                    
	 
                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                               

	NEW COMPLETION DATE
                                                                                                                                                                                                                                                                                                                    
	 
                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                               


 
	APPROVAL
                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                     


 
Signed by both parties, this change order is agreed and becomes part of the contract.
	CONTRACTOR
 
                                                                                                                                                                                                                                                                                                                                                                                                                                                    
SIGNATURE
 
                                                                                                                                                                                                                                                                                                                                                                                                                                                    
PRINTED NAME AND TITLE
 
                                                                                                                                                                                                                                                                                                                                                                                                                                                    
DATE
	                                            
	OWNER
 
                                                                                                                                                                                                                                                                                                                                                                                                                                                    
SIGNATURE
 
                                                                                                                                                                                                                                                                                                                                                                                                                                                    
PRINTED NAME AND TITLE
 
                                                                                                                                                                                                                                                                                                                                                                                                                                                    
DATE


 
	WORKED EXAMPLE (FOR REFERENCE; REMOVE BEFORE SENDING)
                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                     


 
These figures are the change order calculator's worked example, at framingandfigures.com/tools/change-order-calculator/.
	ITEM
                                                                                                                                                                                                                           
	BASIS
                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                            
	AMOUNT
                                                                                                                                                                                                              

	Materials
                                                                                                                                                                                                                           
	As quoted or taken off
                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                            
	$1,850.00
                                                                                                                                                                                                              

	Labor (hours × rate)
                                                                                                                                                                                                                           
	24 hours × $32.00
                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                            
	$768.00
                                                                                                                                                                                                              

	Labor burden
                                                                                                                                                                                                                           
	$768.00 × 35%
                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                            
	$268.80
                                                                                                                                                                                                              

	Burdened labor
                                                                                                                                                                                                                           
	Labor + labor burden
                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                            
	$1,036.80
                                                                                                                                                                                                              

	Subcontractors
                                                                                                                                                                                                                           
	As quoted
                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                            
	$0.00
                                                                                                                                                                                                              

	Equipment
                                                                                                                                                                                                                           
	As quoted or at your internal rate
                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                            
	$250.00
                                                                                                                                                                                                              

	Direct cost
                                                                                                                                                                                                                           
	Materials + burdened labor + subcontractors + equipment
                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                            
	$3,136.80
                                                                                                                                                                                                              

	Overhead
                                                                                                                                                                                                                           
	$3,136.80 × 12%
                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                            
	$376.42
                                                                                                                                                                                                              

	Total cost
                                                                                                                                                                                                                           
	Direct cost + overhead
                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                            
	$3,513.22
                                                                                                                                                                                                              

	Markup or profit
                                                                                                                                                                                                                           
	$3,513.22 × 20%
                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                            
	$702.64
                                                                                                                                                                                                              

	Change order total
                                                                                                                                                                                                                           
	Total cost + markup
                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                            
	$4,215.86
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