Change Order Request
Date: [Insert Date]
To: [Insert Recipient's Name]
Company: [Insert Recipient's Company]
Address: [Insert Recipient's Address]
From: [Your Name]
Company: [Your Company]
Address: [Your Address]
Subject: Change Order Request for Contract Amendments
Dear [Recipient's Name],
We are writing to formally request a change order regarding our existing contract dated [Insert
Date of Original Contract]. The proposed changes are necessary to [briefly explain the reason for
the change].
The specifics of the requested changes are as follows:
e Change Description 1: [Details]
e Change Description 2: [Details]

o Change Description 3: [Details]

We believe that these amendments will benefit the project's overall success and ensure the
fulfillment of our mutual objectives.

Please review this request and let us know your thoughts at your earliest convenience. We look
forward to your prompt response.

Thank you for your attention to this matter.
Sincerely,

[Your Name]

[Your Job Title]

[Your Contact Information]



