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	Project Name: {{Project_Name}}
	Project Number: {{Project_Number}}
	Change Order Number: {{Change_Order_Number}}
	Date Issued: {{Date_Issued}}









Change Order














	To:
{{Client_Name}}
{{Client_Address}}
{{Client_Email}}
{{Client_Phone}}
	From:
{{Your_Company_Name}}
{{Your_Company_Address}}
{{Your_Company_Email}}
{{Your_Company_Phone}}



Description of Change:

This Change Order is issued for the following revisions to the existing project scope or budget, identified under the original agreement {{Original_Agreement_Number}} dated {{Original_Agreement_Date}}.


1. Original Scope/Budget:

	Original Scope: {{Original_Scope_Description}}
	Original Budget: ${{Original_Budget_Amount}}





2. Revised Scope/Budget:

	New Scope Details:
{{New_Scope_Details}}
	Revised Budget: ${{Revised_Budget_Amount}}
	Increase/Decrease Amount: ${{Budget_Difference}}




3. Reason for Change:

{{Reason_For_Change}}



4. Impact on Timeline:

	Original Completion Date: {{Original_Completion_Date}}

	Revised Completion Date: {{Revised_Completion_Date}}
	Timeline Impact Description:
{{Timeline_Impact_Description}}





5. Terms and Conditions:

All other terms and conditions of the original agreement remain unchanged and in full force and effect, except as specifically modified by this Change Order.


6. Authorization:
By signing below, both parties hereby agree to the scope and terms stated in this Change Order.

	Authorized by:
For {{Your_Company_Name}}:
{{Your_Name}}
{{Your_Title}}
Date: {{Your_Signature_Date}}


	For {{Client_Name}}:
{{Client_Representative_Name}}
{{Client_Representative_Title}}
Date: {{Client_Signature_Date}}




If you have any questions regarding this Change Order, please contact {{Your_Contact_Person}} at {{Your_Contact_Email}} or {{Your_Contact_Phone}}.

Thank you for your attention to these changes.

© {{Current_Year}} {{Your_Company_Name}}. All rights reserved.
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