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	Change Order Template



	ENTITY :
	[INSERT ENTITY NAME]

	
	

	CONTRACT TITLE:
	[INSERT CONTRACT TITLE AND NO.]     

	
	

	
	
	
	

	CONTRACTOR:
	[INSERT CONTRACTOR DETAILS] 
	LETTER
	

	
	
	NUMBER:
	

	
	
	EFFECTIVE
	

	ADDRESS:
	
	DATE:
	

	
	CONTRACT
	

	
	NUMBER:
	

	

	CHANGE
	

	
	ORDER NO.:
	

	
DESCRIPTION OF CHANGE ORDER


	Purpose: [Briefly state the reason, the Change Order is being issued]


	Scope of Work: [If revised scope of work/services is not attached, this section should include thorough details of scope of work/services, including reference to all applicable Contract Change Orders, Contractor Change Requests, and claim resolutions.] 


	Pricing: [It is best practice to state how the Change Order is priced (lump sum, unit rate, time and material, cost reimbursable, or some combination thereof). Include fixed or estimated total cost impact, applicable unit rates, and any appropriate breakdown of the pricing in the body of the Change Order. 

	Measurement for Payment: [Measurement for Payment: Confirmation of how this work is to be measured and invoiced (monthly basis, one time fixed payment) as per the existing contract terms. This can be included in either the body of the Change Order or the updated Contract Commercial Conditions.]

	Schedule: [The body of the Change Order should list any revised/new milestones and associated date(s), and address any impact to the approved baseline schedule. It is best practice to update the relevant page(s) from Contract Conditions. In the case where NO schedule changes are being granted, a statement to that effect should be included in the body of the Change Order.]  

Attachments: [Attachments – Description of all attachments, with each Change Order, including date, revision number, and total number of pages as applicable.]

	
	Currency
	Original Award Value
	Value of Prior COs and Amendments
	Value of this CO
	Total Contract Value

	
	
	
	
	




	The price adjustment and time extension (if any), granted under this Change Order, constitute payment in full for the work covered by this Change Order, including without limitation, all direct costs; indirect costs; overhead costs; general and administrative expenses; profit; and all effects (direct, indirect, and consequential, including impacts and “ripple effects”) of the work covered by this Change Order on all contract work, whether or not it has been changed by this Change Order.
The contract milestone date(s), completion dates, total contract price, and all other terms, covenants and conditions of the above-referenced contract, except as duly modified by this, and previous Change Orders and Amendments, if any, remain in full force and effect.

	
ENTITY : 
	
[INSERT ENTITY NAME]

	
CONTRACTOR:
	
[INSERT CONTRACTOR NAME]

	Authorized
	
	Authorized
	

	Signature:
	
	Signature:
	

	
	
	
	

	Print Name:
	
	Print Name:
	

	
	
	
	

	Print Title:
	
	Print Title:
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