	Your logo
	Your company name
Address 	
Phone 	
Email 	
License # / registration # 	
	CHANGE ORDER
Change order # 	
Date 	
Contract # 	
Job address 	
Customer 	



 WHAT CHANGED
	Fill in: what we found or what you asked for. Example: 6 sheets of rotten decking on the north slope, found after tear-off.


 WHAT WE WILL DO
	Fill in: the extra work and the materials, in plain words.


 WHY
☐ hidden damage found     ☐ customer request     ☐ code or inspector requirement
☐ material not available (substitute)     ☐ other
Photos attached: ☐ yes, how many ____
 COST
	Item
	Qty
	Unit
	Unit price
	Line total

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


	Schedule
Adds ____ days to the schedule.
New estimated completion: ______________.
	Change subtotal
	$

	
	Tax
	$

	
	Change total
	$

	
	Original contract price
	$

	
	Previous change orders
	$

	
	This change
	$

	
	New contract price
	$


 APPROVAL
No extra charge is due without the customer's signature below.
Customer signature 		Date 	
Contractor signature 		Date 	
This template is a starting point. Have a lawyer in your state read your final contract.
Template by The Roofing List · theroofinglist.com/for-roofers/templates/ · CC BY 4.0




