Change Order Request

Date: [Insert Date]

To: [General Contractor's Name]

From: [Subcontractor's Name]

Project Name: [Insert Project Name]
Project Number: [Insert Project Number]

Subject: Change Order Request for Budget Reallocation

Details of Change Order Request

We hereby submit a request for a change order regarding the budget allocation for our
subcontracted work on the above-mentioned project.

Reason for Request:
[Insert brief explanation of the reasons for the change order and budget reallocation]
Financial Impact:
Proposed amount for reallocation: [Insert Amount]
Supporting Documents:
e [Document 1]
o [Document 2]
e [Document 3]

Proposed Timeline:

[Insert any adjustments to the timeline due to the reallocation]

Conclusion

We appreciate your prompt attention to this matter and look forward to your approval of this
change order request.

Sincerely,



[Subcontractor's Name]
[Subcontractor's Title]
[Company Name]

[Contact Information]



