Variation notice
Variation ID: V[number]    Revision: [A]    Date of this notice: [date]
To: [who the notice is to]    From: [your business name]
Contract: [name and number]
Contracts often set their own notice periods and procedures. Check yours, and give this notice the way, and within the time, your contract requires.
What gave rise to it
	Instruction or event
	Reference (e.g. SI-004)
	RFI ID
	Diary ID
	Date

	Example (made up): instruction to add blocking
	SI-004
	RFI-001
	D-004
	2026-10-02

	
	
	
	
	

	
	
	
	
	


The change
[Describe the change to the work.]
	Item ID
	Item
	Change

	
	
	

	
	
	

	
	
	

	
	
	


Effect on the price and the time
Estimated effect on the contract price: $[amount] excluding GST. [How it was worked out, or that a quote will follow.]
Effect on the time for completion: [ ] working days. [Or: none expected.]
Contract provision
This notice is given under clause [ ] of the contract.

Signed: ____________________   Name: ______________   Position: ______________
Served on: ____________________   How served: ____________________   Transmittal ID: TR-[number]
Record it in the variations register under the same variation ID, with the date of this notice.
Free template from Black Creek Solutions (blackcreek.co.nz). Information, not legal advice. Check it against your contract before you use it.
