CONTRACTOR CHANGE ORDER REQUEST FORM

Project Name: [PROJECT NAME]

Project Address: [PROJECT ADDRESS]

Contractor Name: [CONTRACTOR NAME]

Contractor Address: [CONTRACTOR ADDRESS]

Contractor License Number: [CONTRACTOR LICENSE NUMBER]

Owner Name: [OWNER NAME]

Owner Address: [OWNER ADDRESS]

Architect/Engineer Name: [ARCHITECT/ENGINEER NAME]

Architect/Engineer Address: [ARCHITECT/ENGINEER ADDRESS]

Original Contract Date: [ORIGINAL CONTRACT DATE]

Original Contract Amount: [ORIGINAL CONTRACT AMOUNT]

Change Order Number: [CHANGE ORDER NUMBER]

Date of Request: [DATE OF REQUEST]

RE: Change Order Request for [PROJECT NAME]

1. CHANGE ORDER SUMMARY

1.1 Change Order Number: [CHANGE ORDER NUMBER]

1.2 Date of This Request: [DATE OF REQUEST]

1.3 Description of Change: [DESCRIPTION OF CHANGE]

1.4 Reason for Change: [REASON FOR CHANGE]

1.5 Requested By: [REQUESTED BY]

1.6 Date Change Was Requested: [DATE CHANGE WAS REQUESTED]

2. CONTRACT INFORMATION

2.1 Original Contract Sum: [ORIGINAL CONTRACT SUM]

2.2 Total Prior Change Orders (Net): [TOTAL PRIOR CHANGE ORDERS]

2.3 Revised Contract Sum Prior to This Change Order: [REVISED CONTRACT SUM PRIOR TO THIS CHANGE ORDER]

2.4 Amount of This Change Order (Increase or Decrease): [AMOUNT OF THIS CHANGE ORDER]

2.5 Revised Contract Sum Including This Change Order: [REVISED CONTRACT SUM INCLUDING THIS CHANGE ORDER]

2.6 Original Contract Time (Days): [ORIGINAL CONTRACT TIME]

2.7 Total Prior Time Extensions (Days): [TOTAL PRIOR TIME EXTENSIONS]

2.8 Time Extension Requested by This Change Order (Days): [TIME EXTENSION REQUESTED]

2.9 Revised Contract Time Including This Change Order (Days): [REVISED CONTRACT TIME]

3. SCOPE OF WORK

3.1 Description of Work to Be Added: [DESCRIPTION OF WORK TO BE ADDED]

3.2 Description of Work to Be Deleted: [DESCRIPTION OF WORK TO BE DELETED]

3.3 Description of Work to Be Modified: [DESCRIPTION OF WORK TO BE MODIFIED]

3.4 Attachments (Drawings, Specifications, Sketches, Etc.): [LIST OF ATTACHMENTS]

4. COST BREAKDOWN

4.1 Labor: [LABOR COST]

4.2 Materials: [MATERIALS COST]

4.3 Equipment: [EQUIPMENT COST]

4.4 Subcontractor Costs: [SUBCONTRACTOR COSTS]

4.5 General Conditions/Overhead: [GENERAL CONDITIONS/OVERHEAD COST]

4.6 Contractor's Fee/Profit: [CONTRACTOR'S FEE/PROFIT]

4.7 Bond and Insurance Costs: [BOND AND INSURANCE COSTS]

4.8 Applicable Taxes: [APPLICABLE TAXES]

4.9 Total Cost of This Change Order: [TOTAL COST OF THIS CHANGE ORDER]

5. SCHEDULE IMPACT

5.1 Does This Change Order Affect the Project Schedule? [YES/NO]

5.2 Number of Calendar Days Added or Deducted: [NUMBER OF CALENDAR DAYS]

5.3 Revised Substantial Completion Date: [REVISED SUBSTANTIAL COMPLETION DATE]

5.4 Revised Final Completion Date: [REVISED FINAL COMPLETION DATE]

5.5 Explanation of Schedule Impact: [EXPLANATION OF SCHEDULE IMPACT]

6. JUSTIFICATION AND SUPPORTING DOCUMENTATION

6.1 Basis for the Change: [BASIS FOR THE CHANGE]

6.2 Supporting Documentation Attached: [LIST OF SUPPORTING DOCUMENTATION]

6.3 Reference to Contract Provisions: [REFERENCE TO CONTRACT PROVISIONS]

7. CONTRACTOR CERTIFICATION

7.1 The undersigned Contractor certifies that the costs and time set forth in this Change Order Request are accurate, complete, and reasonable, and that this request is made in good faith pursuant to the Contract Documents.

7.2 Contractor Signature: [CONTRACTOR SIGNATURE]

7.3 Contractor Printed Name: [CONTRACTOR PRINTED NAME]

7.4 Contractor Title: [CONTRACTOR TITLE]

7.5 Date Signed: [DATE SIGNED]

8. OWNER ACCEPTANCE AND APPROVAL

8.1 The undersigned Owner accepts and approves this Change Order Request and authorizes the Contractor to proceed with the work described herein, subject to the terms of the Contract Documents.

8.2 Owner Signature: [OWNER SIGNATURE]

8.3 Owner Printed Name: [OWNER PRINTED NAME]

8.4 Owner Title: [OWNER TITLE]

8.5 Date Signed: [DATE SIGNED]

9. ARCHITECT/ENGINEER REVIEW AND RECOMMENDATION

9.1 Recommendation: [APPROVED/APPROVED AS NOTED/DISAPPROVED]

9.2 Comments: [ARCHITECT/ENGINEER COMMENTS]

9.3 Architect/Engineer Signature: [ARCHITECT/ENGINEER SIGNATURE]

9.4 Architect/Engineer Printed Name: [ARCHITECT/ENGINEER PRINTED NAME]

9.5 Date Signed: [DATE SIGNED]

10. DISTRIBUTION

10.1 Copy to Owner: [OWNER COPY DATE]

10.2 Copy to Contractor: [CONTRACTOR COPY DATE]

10.3 Copy to Architect/Engineer: [ARCHITECT/ENGINEER COPY DATE]

10.4 Copy to Lender: [LENDER COPY DATE]

10.5 Copy to Other: [OTHER RECIPIENT AND DATE]
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