TOLEDO TECHNOLOGIES
TOLEDO TECHNOLOGIES · TEMPLATE 04
Change Order
How to use this template — Send this the moment a request goes beyond the signed scope — cheerfully, the same day. A change order delivered with a smile keeps the relationship; absorbing the work quietly costs you the project. No changed work begins until this is signed.
	Change Order
	Reference

	CO #{001}
	Project: {Project Name}

	Date: {YYYY-MM-DD}
	SOW #{001} dated {Date}

	Requested by: {Name, side}
	Prepared by: {Your Name}



1. Requested Change
{Describe the change in one or two plain sentences: what will be different when this is done. Example: add a members-only area with login, replacing the single public downloads page listed in SOW Section 2.}
2. Reason for the Change
{Why this came up — new requirement, regulation, feedback from testing, third-party constraint. Facts, not blame.}
3. Impact Assessment
	Dimension
	Before
	After
	Delta

	Fee
	{$00,000}
	{$00,000}
	{+ $0,000}

	Completion date
	{Date}
	{Date}
	{+ 0 weeks}

	Milestones affected
	{—}
	{M3 slips to Date}
	{See Section 4}

	Assumptions
	{—}
	{Client provides X by Date}
	{New dependency}



4. Effect on Existing Milestones
	Milestone
	Original due
	Revised due

	{M2 — Name}
	{Date}
	{Date}

	{M3 — Name}
	{Date}
	{Date}

	Launch
	{Date}
	{Date}



5. Terms
This Change Order amends SOW #{001}; all other terms of the MSA and SOW stand.
The delta fee is invoiced {on signing / with milestone M3}; net {14} days.
Work on the changed scope starts on signature. Unchanged scope continues as scheduled.
If this Change Order is not signed by {Date}, the original SOW proceeds unchanged.
6. Approval
	Provider:
	Client:

	Signature: ______________________________
	Signature: ______________________________

	Name: {Name}    Title: {Title}
	Name: {Name}    Title: {Title}

	Date: {Date}
	Date: {Date}


Change Order	




