🧾 Change Order Request Form Template
Project Information
· Project Name: 
· Site Location: 
· Original Contract Number: 
· Date of Request: 
· Requested By: 
· Role / Position: 

Change Details
· Type of Change:
☐ Scope of Work
☐ Cost Adjustment
☐ Schedule Impact
☐ Material Substitution
☐ Other: 
· Description of Change: 
· 
· 
· Reason for Change: 
· ☐ Client Request 
· ☐ Unforeseen Conditions 
· ☐ Design Modification 
· ☐ Regulatory Requirement 
· ☐ Other: 
· Explanation: 

Impact Assessment
· Cost Impact: 
· Estimated Additional Cost: $ 
· Budget Code (if applicable): 
· Schedule Impact: 
· ☐ No Impact 
· ☐ Delays Expected 
· ☐ Acceleration Required 
· Revised Completion Date (if applicable): 
· Resource Impact: 
· Additional Labor Required: ☐ Yes ☐ No 
· Additional Equipment Required: ☐ Yes ☐ No 
· Notes: 

Attachments
☐ Revised Drawings / Plans
☐ Cost Breakdown
☐ Schedule Update
☐ Client Communication
☐ Other: 

Approval Workflow
	Role
	Name
	Signature
	Date

	Project Manager
	
	
	

	Client / Owner Rep
	
	
	

	Finance / Contracts
	
	
	



Final Notes
· 
· 

