SAMPLE
CHANGE ORDER REQUEST FORM
State of Nevada 
Agency Contact Information

	Contractor:

	Contact Name and Title
	Phone Number
	Email 

	Date

	Solicitation Number
	CETS Number
	Change Order Number

	
Change Request is based on the following reason:

· Increase or decrease in actual quantities needed from the original solicitation or contract estimates

· Agency customer requested change within the original scope of work

· Agency customer requested change outside of the original scope of work

· Work details not identified in the original scope of work

· Vendor recommended  changes

· Other______________________________________________________________________________________________________________________________________________________




Description of Change:

· What is going to change? ________________________________________________________
_____________________________________________________________________________

· Is it a new feature? _____________________________________________________________
_____________________________________________________________________________

· Is it a change from existing requirements?___________________________________________
_____________________________________________________________________________

· Will other requirements be affected? _______________________________________________
_____________________________________________________________________________

· Other comments_______________________________________________________________
____________________________________________________________________________
____________________________________________________________________________






	
Cost and Schedule Impact of Change


	Change Request
	REQUEST NUMBER
	AMOUNT
	DAYS

	
	
	INCREASE
	DECREASE
	INCREASE
	DECREASE

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	

	
	
	                           
             Amount                Days                 Date

	ORIGINAL CONTRACT
	
	
	

	TOTAL PREVIOUS CHANGE ORDERS 
	
	
	

	TOTAL THIS CHANGE ORDER 
	
	
	

	ADJUSTED CONTRACT
	
	
	



Approval of this Change Order does not take the place of any required contract amendments as determined by Nevada law, the State agency and the contractor must verify whether a contract amendment is required prior to authorizing and starting any work.

ACCEPTANCE OF CHANGE:

Authorized Signatures


_______________________________           _______________ _____            _________
State Agency Representative Name and Title                            Signature                                                             Date




__________________________________________               _________________________________     _______________
Contractor Name and  Title                                                           Signature                                                             Date
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