
CHANGE ORDER 

The original was … … ………… …... $       
The change by previously authorized Changed Orders …………… …………….… . $       

prior to this Change Order was .$       
 … ………………………… $       

The 
his Change Order 

The new including this Change Order will be …. $       

The Contract Time will be  by  
The date of Substantial Completion as of the date of this Change Order therefore is 

Not valid until signed by the Owner , , and Contractor. 

ONE PAGE  

PROJECT: 

OWNER :  

TO :   

The Contract is changed as follows: 

CHANGE ORDER NO: 

DATE:   

















































Owner’s Representative By: Date: 

Architect By:         Date:  

Change Order Proposal
 

Contractor: Owner’s Representative: 

Architect: Owner: 

COP No. Date
Pr

op
os

al
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REQUEST:  Please submit an itemized proposal for changes in the Contract Sum and/or Contract Time for the 
proposed modification(s) as described below and/or detailed on the attachments.  Submit Proposal within ten (10) 
calendar days of receipt or notify the Owner’s Representative in writing of when Proposal will be submitted.  This 
is not a Change Order.  Do not consider this Proposal as an instruction to either execute the proposed change or 
to stop work in progress.

DESCRIPTION OF CHANGE:  

ATTACHMENTS (List attached documents that support description.):   

Date:  

on
tr

ac
to
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To:   

We propose to perform all changes described in the above proposal request for: 

CONTRACT SUM CHANGE:   No Change    Increase     Decrease 

OF  

We have attached hereto Estimate Detail Sheet(s) which constitute(s) a complete itemization of costs as 
required by Article 17.C of the General Conditions. 

CONTRACT COMPLETION DATE:     No Change     Increase of _____________________ calendar days 

The foregoing amount covers all direct and indirect costs related to this change and to the effect of the change 
on the remainder of the Project.  All other provisions of the Contract remain in full force and effect. 

Contractor’s Representative By:  Date: _______________ 

Re
co

m
m

en
da

tio
n To:   

We have examined the foregoing proposal and find it to be in order with the cost reasonable, and therefore 
recommend its acceptance. 

Au
th

or
iza

tio
n The Owner authorizes the performance of this proposed change and directs the Contractor to proceed with the above 

work.  A formal Change Order in this amount will follow.  Billing cannot be honored for this change until issuance of the 
formal Change Order. 

Authorized By: _________________________________________________ Date:  ________________ 

__________________________________ 
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