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Change Order Form Companion

What is a Change Order Form?
A Change Order Form is a table used to help manage projects. It is a form where 
changes that are made within a contract are noted, changed and approved by both the 
contractor and the owner.

What is the purpose of a Change Order Form?
The purpose of a Change Order Form is to oversee all the changes and adjustment being made throughout a project. 
It prevents any confusion or conflicts and is used as a point of reference.
 
Why do I need a Change Order Form?
A Change Order Form is needed to manage and confirm project alterations. The form serves as validation from both 
the contractor and the owner that a change has been made; preventing any confusion later on in the process.

How do I complete a Change Order Form?
To complete a Daily Time Sheet one should:

1.	 Include a date, the project title, change order number, contractor and owner names
2.	 Clearly identify the changes and the reasons for the alterations
3.	 Indicate the monetary adjustment; the original contract amount, the total amount prior to any order changes, the 

total amount of the current changes, and the total amount with all the changes
4.	 Indicate the time adjustments; how many days will the project be modified and the new estimated time of 

completion
5.	 Have the contractor and the owner sign and date the form

How do I use a Change Order Form?

•	 Have a copy of the form on site in case of any sudden changes that the owner might have.
•	 Fill out the information and sign the document before applying any changes to the project.
•	 Keep the Change Order Form with the additional projects documentation, where it can be easily found.


