W. Wolfpack Labs FREE RESOURCES

Change Order Template

Record a change to an existing job before the additional work begins.

Business / contractor Customer

Job / original estimate or agreement no. Change order no. / date

Requested change and reason

Added / removed work and materials

Previous agreed total ($) Price change (+/-) (%) Revised agreed total ($)

Schedule impact / revised completion date

Payment timing / other terms for this change

Revised total = previous agreed total + price change (including applicable tax).
Record approval using the method required by the original agreement.
Customer approval name / signature (when printed) Contractor approval name / signature (when printed)

Approval date Approval date
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