Change Order Request

Date: [Insert Date]

To: [Recipient's Name]

Company: [Recipient's Company]

Address: [Recipient's Address]

From: [Your Name]

Company: [Your Company]

Address: [Your Address]

Subject: Change Order Request for [Project Name/Number]
Dear [Recipient's Name],

| am writing to formally request a change order for the [Project Name/Number]. The details of
the proposed changes are as follows:

Details of Change:

o Description of Change: [Insert description]

o Reason for Change: [Insert reason]

e Impact on Schedule: [Insert impact]

e Cost Implications: [Insert cost implications]

We believe that these changes are necessary due to [insert rationale]. We appreciate your review
of this request and look forward to your prompt response.

Thank you for your attention to this matter.
Sincerely,

[Your Name]

[Your Position]

[Your Company]
[Your Contact Information]



