CHANGE REQUEST
CHANGE REQUEST		[Your Name]
		[Recipient Organisation]
	[Your Name]
	[Recipient Name]

	[Business Name]
	[Recipient Organisation]

	Phone: [Phone]
	Email: [Recipient Email]

	Email: [Email]
	

	[Date]
	

	Reference: [Change Request No.]
	Project: [Project Name]

	Change Request: [Short description of the change]



Original Agreement
[The proposal or letter of engagement this change relates to, with its date or reference number.]
Requested Change
[What has been asked for, who asked for it, and when.]
Effect of the Change
	Area
	Original
	With this change

	Scope
	[What was agreed]
	[What changes]

	Timeframe
	[Original completion date]
	[New completion date]

	Fees (excl. GST)
	[$0.00]
	[$0.00]



[Delete any rows that do not change, and note whether the fee change is a fixed price or an estimate.]
Notes
[Anything else the client should know, such as how the change affects other work or deliverables.]
Approval
Please sign below, or reply by email, to approve this change. Work on the change will begin once it is approved, and everything else in our original agreement stays the same.

	Accepted by
	[Client Organisation]

	Name
	

	Position
	

	Signature
	

	Date
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