


[image: ]


Date: 	____________

To:	 City of __________
	Address: __________
	
RE:	Sample Request for Change Order Title Sheet Project (JN ________)

Dear Mr/Mrs., _______________

	Description
	Quantity
	Units
	Unit Cost 
	Total Cost

	
	
	
	$ 
	$ 

	
	
	
	$
	$ 

	
	
	
	$ 
	$ 

	Subtotal
	$ TBD  

	_% Bond
	$ TBD

	Total Cost added to Contract
	       $ TBD



If you should have any questions or require any additional information, please feel free to contact me.

Thank you,

Name

Title

Contact Information

Signature
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