DATUMEL / FREE EDITABLE TEMPLATE
Subcontractor Change Order Request
Use this form to document a proposed change, its price and schedule effect, supporting backup, and the authorization required by your subcontract.
1. PROJECT AND REQUEST
	CHANGE ORDER REQUEST NUMBER
 
	DATE SUBMITTED
 

	PROJECT
 
	SUBCONTRACTOR
 

	GENERAL CONTRACTOR / CUSTOMER
 
	CONTRACT OR SUBCONTRACT REFERENCE
 


2. CHANGE ORIGIN
	REQUESTED OR DIRECTED BY
 
	RFI, FIELD DIRECTIVE, DRAWING, OR EMAIL REFERENCE
 

	DATE DIRECTED
 
	REASON FOR CHANGE
 


3. CHANGED WORK
	DESCRIPTION OF CHANGE
 
 
 


	REASON FOR CHANGE
 
 


	SCOPE INCLUDED
 
	SCOPE EXCLUDED
 


	AFFECTED LOCATION, DRAWING, OR SPECIFICATION
 


4. PRICE AND SCHEDULE
	Cost item / description
	Qty / hours
	Rate
	Amount

	Labor
	
	
	

	Materials
	
	
	

	Equipment
	
	
	

	Subcontract
	
	
	

	Other
	
	
	

	TOTAL PROPOSED CHANGE
	


Markup / tax basis: ________________________________________
	SCHEDULE OR MILESTONE IMPACT
 
 


5. SUPPORT AND AUTHORIZATION
	ATTACHMENTS AND BACKUP
 
 


	SUBMITTED BY
 
	DATE SUBMITTED
 


	DECISION AND COMMENTS — APPROVE / REJECT / REVISE
 
 


	AUTHORIZED NAME AND SIGNATURE
 
 
	ROLE
 
 
	DATE
 
 


Important: This request documents a proposed change. It becomes authorization only when approved as required by the governing contract. Notice deadlines, markup, backup, and signature authority vary by contract and jurisdiction. This template is operational guidance, not legal advice.
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