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Request for Cost Proposal (Change Order)

The request for a cost proposal is to be provided to the contractor on campus letterhead. This sample letter is provided for your adaptation and use.

 (insert date)

(insert recipient name)
(insert recipient address)

Subject:	Request for Cost Proposal (Change Order)
Project No.	(insert project number)
Project Title 	(insert project name)
Contract No. 	(insert contract number)

Dear (insert recipient name),

Please submit a detailed, itemized quote for the changes described below. Include any increase or decrease in time required, which would affect the contract completion date. All terms and conditions of the Contract apply to the work described below.
THIS IS NOT A CHANGE ORDER OR NOTICE TO PROCEED WITH THE WORK.
________________________________________________________________________
Written Description of the Proposed Work Change: (insert information)







Supporting Documentation
1. (insert information)
2. (insert information)
3. (insert information)
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