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INSTRUCTED IN WRITING
Variation order
Get the instruction in writing before the work is done. The JCT and NEC families expect an instruction in writing; a verbal one is confirmed in writing the same day, and the confirmation is kept with this order.
	Field
	Entry

	Variation number
	

	Project
	

	Contract reference
	

	Client or main contractor
	

	Date raised
	

	Instructed by, name and role
	

	Instructed on
	

	How: letter, email, site instruction, verbal
	

	Their reference
	

	The change: what is added, omitted or altered, against the drawing, specification or order it changes
	

	Reason: client request, design change, unforeseen site condition, statutory requirement, error or omission, other
	

	Cost basis: quoted lump sum, measured at contract rates, daywork priced after, or to be agreed
	

	Estimated cost, £
	

	Agreed value, £
	

	Daywork sheet numbers
	

	Extension sought, days
	

	Activities and dates affected
	

	For the contractor: name, signature, date
	

	For the client: name, signature, date
	





GUIDANCE
Getting paid for the variation
Before: an instruction in writing, or a verbal instruction confirmed in writing the same day, with the confirmation kept. During: a daywork sheet signed each day, photographs, and the materials and plant tickets. After: the variation is a line in the next application for payment, with the sum and the basis of calculation.
The payment mechanism is how a variation gets paid. The application states the sum the contractor considers due at the due date and the basis on which it is calculated (Housing Grants, Construction and Regeneration Act 1996, section 110A). A variation that is not in the application is not in the notified sum. If the payer disagrees, the Act gives them one route: a pay less notice before the deadline, stating the sum they consider due and the basis for it. Without one, the notified sum is payable on the final date for payment.
Not legal advice. Check it against GOV.UK and your own contracts and policies.
Free editable template from unibuild.co.uk/downloads/variation-order-template/. Not legal advice: tailor it to the job and have it approved.




