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	CHANGE ORDER FORM



	Project:
	
	Date:
	

	Requested By:
	
	
	


	DESCRIPTION OF CHANGE


Explain exactly what's going to change. Is it a new feature? Is it a change from an existing requirement? If so, are other requirements affected?
	REASON FOR CHANGE


You must understand exactly why the client wants something changed. This lets you anticipate any other roadblocks that might occur. It also gives you a better understanding of the business-logic of the project.
	TIME AND COST


The most important thing to remember is the give-and-take nature of the change order process. Changes will come at the expense of either time or cost—and most of the time both.
	ACCEPTANCE OF CHANGE

	The signature of both parties shall evidence acceptance of this change order form request.

	
	

	Jumptree Inc. Authorized Signature
	Date

	
	

	Name
	Title

	
	

	Client Authorized Signature
	Date

	
	

	Name
	Title
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