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	Change Notice Template




	ENTITY:
	[INSERT NAME OF ENTITY] 

	
	

	CONTRACT TITLE:
	[INSERT CONTRACT TITLE]

	
	

	
	
	
	

	CONTRACTOR:
	[INSERT CONTRACTOR DETAILS] 
	LETTER NUMBER:
	

	

	ADDRES:
	
	EFFECTIVE DATE:
	

	

	
	CONTRACT NUMBER:
	

	

	
	CHANGE NOTICE NO.:
	
	PAGE
	
	OF
	

	

	This change notice is forwarded for your signature.  Please complete this form as required, sign, and return the original to this office.  Please retain a copy for your files.

	[PROVIDE A BRIEF DESCRIPTION IN THE FIELD TITLE AND IN THE FOLLOWING SECTION, INSERT THE APPROPRIATE TITLE, EFFECTIVE DATE AND REV, FOR ALL ATTACHMENTS OR REFERENCED DOCUMENTS.] 
Title - 

	DESCRIPTION OF CHANGE:

	

	

	PRICING METHOD:

	 |_|
	LS
	|_|
	UP
	|_|
	NEW UP
	|_|
	T&M
	|_|
	COST RE
	|_|
	N/A

	
|_|
	
PROCEED with work
	
|_|
	
Notice to proceed REQUIRED

	|_|
	NO change in price authorized
	|_|
	NO extension of time authorized

	|_|
	Drawings/data ATTACHED
	|_|
	SUBMIT proposal within      days

	
	
	|_|
	

	
	
	
	

	SIGNATURE AUTHORITY:
	DATE:

	
	

	
	
	
	

	TO ENTITY:
	CONTRACTOR LETTER SERIAL NO.:
	

	
	
	
	

	|_|  ACKNOWLEDGE AND ACCEPTED                             	       |_|  ACKNOWLEDGE WITH EXCEPTIONS

	

	
	
	
	

	|_|  WE ARE PROCEEDING WITH THIS CHANGE        |_|  WE ARE NOT PROCEEDING WITH THIS CHANGE

	
	

	A PROPOSAL:	
|_|  IS SUBMITTED HEREWITH (INCLUDING CONFIRMATION OF NO COST)
|_|  WILL BE SUBMITTED
|_|  WILL NOT BE SUBMITTED (OTHER THAN NO COST) – ATTACH EXPLANATION

	
	
	
	

	SIGNATURE:
	TITLE:
	DATE:
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