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VARIATION ORDER
FORMAL DIRECTION TO VARY THE WORKS  ·  AUSTRALIA
	
	VARIATION ORDER NO.
[VO-XXX]
	STATUS
	PENDING APPROVAL



☐ Approved   ☒ Pending approval   ☐ Superseded   



1  PARTIES & CONTRACT PARTICULARS
	PROJECT NAME
	[Insert project name]
	PROJECT NO.
	[Insert]

	SITE ADDRESS
	[Insert street, suburb, State, postcode]
	DATE OF ORDER
	[DD/MM/YYYY]

	PRINCIPAL
	[Insert legal entity name]
	PRINCIPAL ABN
	[XX XXX XXX XXX]

	CONTRACTOR
	[Insert legal entity name]
	CONTRACTOR ABN
	[XX XXX XXX XXX]

	CONTRACT NO.
	[Insert]
	CONTRACT TITLE
	[Insert]

	SUPERINTENDENT / PRINCIPAL'S REPRESENTATIVE
	[Name, company]
	DATE OF CONTRACT
	[DD/MM/YYYY]

	ORIGINAL CONTRACT SUM (EXCL GST)
	$ [0.00]
	VARIATION ORDER NO.
	[VO-XXX]

	CONTRACT TYPE
	AS 4000-1997 General Conditions of Contract (default)  ·  other options: AS 2124-1992  ·  AS 4902-2000 (D&C)  ·  AS 4300-1995  ·  GC21  ·  Bespoke / amended conditions — [state which]

	RELATED VARIATION REQUEST / RFI / SITE INSTRUCTION REF.
	[e.g. VR-014 dated 03/08/2026; RFI-102; SI-027 — include date and who issued it]

	RELATED DRAWINGS & DOCUMENTS (WITH REVISION)
	[e.g. A-201 Rev D dated 21/07/2026; SK-14 Rev B; Spec Section 03300 Cl 3.4]

	DATE VARIED WORK IS TO COMMENCE / WAS DIRECTED
	[DD/MM/YYYY — state if the work was previously directed verbally]



2  DIRECTION TO VARY THE WORKS
Pursuant to clause 36.1 of the Contract, the Superintendent hereby directs the Contractor to vary the Works as described in this Variation Order. The Contract Sum and the Date for Practical Completion are adjusted as set out below. Except as varied by this Variation Order, all other terms and conditions of the Contract remain unchanged and in full force.
The Contractor must not vary the Works except as directed in writing. This document is that written direction. It is issued by the Superintendent acting under clause 20 of the Contract and is to be read with the Contract Documents identified above.
NATURE OF THIS DIRECTION — MARK ONE
	☐  Direction to vary the Works (cl 36.1)
	☐  Omission of work from the Contract (cl 36.1)

	☐  Confirmation of a verbal direction previously given
	☐  Adjustment of a Provisional Sum / PC Item (cl 3)

	☐  Agreed variation following a quotation (cl 36.2)
	☐  Direction arising from a latent condition (cl 25)



SUMMARY OF THIS VARIATION ORDER
	NET VALUE OF THIS VARIATION ORDER (EXCL GST)
$ [0.00]
	
	EXTENSION OF TIME GRANTED (CALENDAR DAYS)
[0]
	
	ADJUSTED CONTRACT SUM (EXCL GST)
$ [0.00]


Summary only — the figures in sections 4 and 5 govern. This Variation Order is not effective until it is signed at section 7. The Contractor must not commence the varied work before this Variation Order has been issued in writing.


3  DESCRIPTION OF THE VARIATION
	3.1  SCOPE OF THE VARIATION — DESCRIBE THE VARIED WORK

	[Describe the varied work in enough detail for the Contractor to price and construct it: what, where, how much, to what standard. Reference the drawing numbers, revisions and specification clauses that govern the work. Avoid generic wording such as “as discussed”.]


	3.2  REASON FOR THE VARIATION

	[Why the variation is required — e.g. client-initiated scope change, design development, latent site condition, authority condition, coordination clash, code compliance, value engineering. Record who originated the change.]


	3.3  WORK ADDED

	[Itemise the work added to the Contract, with quantities and units where known.]


	3.4  WORK OMITTED

	[Itemise the work omitted from the Contract, with quantities and units. Note: work omitted under the Contract must not be given to others unless the Contract permits it.]


	3.5  DOCUMENTS SUPERSEDED / SUPERSEDING

	[List drawings, specifications and schedules superseded by this variation and the revisions that replace them, e.g. “A-201 Rev C superseded by A-201 Rev D dated 21/07/2026”.]


	3.6  QUALIFICATIONS, ASSUMPTIONS AND EXCLUSIONS

	[Any qualifications on price or programme, assumptions relied on, exclusions, provisional allowances, and items still to be confirmed.]




4  ADJUSTMENT TO THE CONTRACT SUM
	
	DESCRIPTION
	AMOUNT (AUD)

	A
	Original Contract Sum (excl GST)
	$ [0.00]

	B
	Net value of variations previously approved (VO-001 to VO-XXX)
	$ [0.00]

	C
	Contract Sum before this Variation Order (excl GST)  =  A + B
	$ [0.00]

	D
	Value of this Variation Order — additions (excl GST)
	$ [0.00]

	E
	Value of this Variation Order — omissions (excl GST)
	– $ [0.00]

	F
	Net value of this Variation Order (excl GST)  =  D – E
	$ [0.00]

	G
	GST @ 10%  =  F × 0.10
	$ [0.00]

	H
	Value of this Variation Order (incl GST)  =  F + G
	$ [0.00]

	I
	ADJUSTED CONTRACT SUM (EXCL GST)  =  C + F
	$ [0.00]


Shaded rows C, F, G, H and I are calculated. GST is shown at 10%, the current Australian rate; confirm the rate and the GST treatment of the supply before issue. All figures are exclusive of GST unless stated. Omissions at E are entered as a positive number and deducted.

BASIS OF VALUATION (CL 36.4) — MARK ONE
	☐  Prior agreement / agreed lump sum quotation
	☐  Rates or prices in the Contract

	☐  Contract Schedule of Rates / priced bill of quantities
	☐  Reasonable rates and prices (incl. profit and overheads)

	☐  Daywork records (labour, plant, materials)
	☐  Cost plus agreed percentage



	QUOTATION / BUILD-UP REFERENCE
	[e.g. Contractor quote Q-1147 Rev 1 dated 05/08/2026]
	QUOTATION DATE RECEIVED
	[DD/MM/YYYY]

	FUNDING SOURCE
	[Contingency  /  Client Budget  /  Provisional Sum  /  Other — state]
	COST CODE / WBS
	[Insert]



5  ADJUSTMENT TO TIME
	DATE FOR PRACTICAL COMPLETION BEFORE THIS VARIATION ORDER
	[DD/MM/YYYY]

	EXTENSION OF TIME GRANTED BY THIS VARIATION ORDER (CALENDAR DAYS)
	[0]

	REVISED DATE FOR PRACTICAL COMPLETION
	[DD/MM/YYYY]

	EFFECT ON THE CRITICAL PATH
	[Yes / No — identify the affected activity, its float and the programme revision that shows the impact]

	DELAY / PROLONGATION COSTS INCLUDED IN THE VALUE AT ITEM F ABOVE
	[Yes / No — if yes, state the amount and the rate applied]


EFFECT OF ACCEPTANCE ON FURTHER CLAIMS — MARK ONE
	☒  Option A — Full and final settlement.  The Contractor's acceptance of this Variation Order is in full and final satisfaction of all claims for cost, expense, extension of time, delay, disruption, prolongation and acceleration arising out of or in connection with this variation, whether known or unknown at the date of acceptance. No further claim in respect of this variation will be entertained.

	☐  Option B — Value agreed, time reserved.  The value at item F is agreed in full and final settlement of the direct cost of this variation only. The Contractor reserves its right to claim an extension of time and associated delay costs in respect of this variation, provided any such claim is made in accordance with clause 34.3 of the Contract and within the time bar stated there.



6  CONDITIONS & ACKNOWLEDGEMENT
6.1 The Contractor shall proceed with the varied work described in this Variation Order upon receipt of this document signed by the Superintendent and, where the Contract requires it, approved by the Principal.
6.2 Except as expressly stated in this Variation Order, and subject to the option marked at section 5, the Contractor shall have no further claim against the Principal for any cost, expense, loss, damage, extension of time, delay, disruption, prolongation or acceleration arising out of or in connection with this variation.
6.3 The varied work shall be carried out in accordance with the Contract, including all requirements as to workmanship, materials, testing, inspection, samples and the Contractor's quality system (cl 29).
6.4 All insurances required under the Contract, including insurance of the Works, public liability and workers compensation, continue to apply to the varied work. The Contractor shall notify its insurers where this variation materially alters the insured risk.
6.5 The Contractor's work health and safety obligations continue to apply. Where the varied work introduces new or changed hazards, the Contractor shall revise the relevant SWMS, risk assessment and construction phase safety plan before the work commences, and shall satisfy all legislative requirements (cl 11).
6.6 Where any part of this variation is valued as daywork, the Contractor shall submit daily records of labour, plant and materials to the Superintendent for verification by the end of the next working day. Records not submitted and verified may not be accepted for payment.
6.7 The Contractor shall include the value of this Variation Order in its next progress claim under the Contract, identified by the Variation Order number, and only to the extent the varied work has been carried out.
6.8 This Variation Order is not an acknowledgement of any entitlement other than that expressly stated, and does not waive or limit any right, power or remedy of the Principal or the Superintendent under the Contract or at law.
6.9 Except as varied by this Variation Order, the Contract remains unchanged and in full force and effect. Where this Variation Order and the Contract conflict, the Contract prevails except on the matters expressly varied here.
6.10 This Variation Order must be signed by all parties and returned to the Superintendent before the varied work commences, unless the work has already been directed — in which case this Variation Order confirms and records that earlier direction.


7  EXECUTION
	ISSUED BY — SUPERINTENDENT /
PRINCIPAL'S REPRESENTATIVE
Issued under cl 20 & cl 36.1
	APPROVED BY — PRINCIPAL
Where required by the Contract
	ACCEPTED BY — CONTRACTOR
Acceptance of scope, cost and time

	NAME

	NAME

	NAME


	POSITION

	POSITION

	POSITION


	SIGNATURE

	SIGNATURE

	SIGNATURE


	DATE

	DATE

	DATE


	Signatories warrant that they are authorised to sign this Variation Order on behalf of the party named. A signed copy must be returned to the Superintendent and filed against the Contract record.



8  ATTACHMENTS SCHEDULE
	REF.
	TITLE / DESCRIPTION
	REVISION
	DATE
	TYPE

	A-201
	Ground floor plan — revised slab set-down  (EXAMPLE — delete before use)
	D
	21/07/2026
	Drawing

	Q-1147
	Contractor quotation — additional slab works  (EXAMPLE — delete before use)
	1
	05/08/2026
	Quotation

	[ ]
	[Insert title]
	[ ]
	[ ]
	[ ]

	[ ]
	[Insert title]
	[ ]
	[ ]
	[ ]

	[ ]
	[Insert title]
	[ ]
	[ ]
	[ ]

	[ ]
	[Insert title]
	[ ]
	[ ]
	[ ]



9  DISTRIBUTION & DOCUMENT CONTROL
DISTRIBUTION
	NAME
	ORGANISATION
	ROLE
	ISSUED

	[Insert]
	Principal
	Client representative
	[DD/MM/YY]

	[Insert]
	Superintendent
	Contract administration
	[DD/MM/YY]

	[Insert]
	Contractor
	Project manager
	[DD/MM/YY]

	[Insert]
	[Insert]
	[e.g. cost manager / quantity surveyor]
	[DD/MM/YY]


REVISION HISTORY OF THIS VARIATION ORDER
	REV
	DATE
	DESCRIPTION OF CHANGE
	PREPARED
	APPROVED

	0
	[DD/MM/YY]
	Issued for acceptance
	[Initials]
	[Initials]

	[ ]
	[ ]
	[Insert]
	[ ]
	[ ]

	[ ]
	[ ]
	[Insert]
	[ ]
	[ ]

	[ ]
	[ ]
	[Insert]
	[ ]
	[ ]


Clause references and disclaimer.  Clause references in this template are to AS 4000-1997 General Conditions of Contract and are provided as a drafting guide only. They must be verified against the executed contract for this project, including any annexures, special conditions or amendments, before this Variation Order is issued. Where a different contract form is used, substitute the equivalent clause numbers. This template is general information only and is not legal advice — obtain your own professional advice on your contract and your circumstances.
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VARIATION ORDER REGISTER
	PROJECT
[Insert project name]  ·  [Contract No.]
Maintained by the Superintendent  ·  Updated [DD/MM/YYYY]



	VO NO.
	DATE
	DESCRIPTION
	ADDITIONS
(EXCL GST)
	OMISSIONS
(EXCL GST)
	NET VALUE
(EXCL GST)
	CUMULATIVE CONTRACT
SUM (EXCL GST)
	EOT
DAYS
	STATUS
	SIGNED BY

	VO-001
	12/06/26
	Additional bored piers to Grid C — latent rock  (EXAMPLE)
	48,250.00
	–
	48,250.00
	12,548,250.00
	4
	Approved
	RT / JM

	VO-002
	03/07/26
	Omit landscape irrigation to Stage 2  (EXAMPLE)
	–
	16,900.00
	(16,900.00)
	12,531,350.00
	0
	Approved
	RT / JM

	VO-003
	05/08/26
	Upgrade lift lobby finishes — client request  (EXAMPLE)
	31,400.00
	–
	31,400.00
	12,562,750.00
	0
	Pending
	–

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	TOTAL — ALL VARIATIONS TO DATE
	$ [0.00]
	$ [0.00]
	$ [0.00]
	$ [0.00]
	[0]
	
	


Register notes.  Omissions are recorded as positive figures and shown as a deduction in the Net value column. The Cumulative Contract Sum is the Original Contract Sum plus the net value of all approved variations to that date, excluding GST. Only variations that have been formally directed or approved should be counted towards the Contract Sum; pending items should be carried in the cost report as a forecast, not as a committed cost. Rows shown in grey italics are examples — delete before use.
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