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Contract Change Order

The change order 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),

In accordance with the terms and conditions of the above contract, you are hereby authorized and directed to make the changes and modifications described in the attached Request for Cost Proposal dated ____/____/____ for the amount indicated in your reply to same, dated ____/____/_____.
The Original Contract Amount was 			$___________
Net Changes from Prior Change Orders are		$___________
The Previous Contract Amount was			$___________
This Change Order will (increase/decrease or 
not affect) the Contract amount by			$___________
The new Contract Amount, including 
this Change Order, will be				$___________
This Change Order will (increase/decrease or 
not affect) the Completion Date by  			(___________) days

Kindly indicate your agreement to the foregoing by signing the following page in the space provided. Return the three (3) enclosed copies of this letter to the campus, attention:

(insert campus contact name)
(insert contact address)
							
Sincerely,



(insert name)
(insert title)

I hereby acknowledge and accept this letter of authorization including its change order cost proposal, other relevant information, and contract terms and conditions in their entirety.  


 (INSERT FULL LEGAL NAME OF CONTRACTOR) 

By:___________________________________		_____/_____/______
								Date
Title:__________________________________



(INSERT FULL LEGAL NAME OF CONSULTANT) 

By:___________________________________		_____/_____/______
								Date
Title:__________________________________


State University of New York 

By:___________________________________		_____/_____/______
								Date
Title:__________________________________
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