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Variation Request
Request, assessment and written approval record
	DELETE BEFORE ISSUE: This template can be used for a variation to a building contract between an owner and builder/contractor, or to a consultancy / professional services agreement between a client and a consultant (architect, engineer, building designer or similar) — nominate the agreement type in Section 1 and use the fields that apply to your situation. Many states set minimum content and require variations to be in writing and priced before work proceeds — check the applicable contract clause and building act for your state or territory. It does not replace legal, design, engineering, certification, quantity surveying or other professional advice. Delete all italicised guidance and “DELETE BEFORE ISSUE” boxes before the record is issued.


1. Project and variation details
	DELETE BEFORE ISSUE: Record the basic administrative details so the variation can be tracked and referenced later. Nominate the agreement type so the rest of the form is read correctly — a variation to a building contract typically changes the works and the contract price, while a variation to a consultancy agreement typically changes the scope of services and the fee. Either party can request a variation: an owner asking for a design change, or a builder or consultant recommending one because of a site condition or design coordination issue.



	Project name
	e.g. New Residence – 24 Banksia Court, Buderim

	Agreement type
	e.g. Building contract (owner ↔ builder/contractor), or Consultancy agreement (client ↔ consultant)

	Contract / agreement reference
	e.g. HIA New Home Construction Contract dated 12 Feb 2026, or Consultancy Agreement ref. PEM-2026-014

	Variation number
	e.g. VAR-014 (sequential per project)

	Date requested
	e.g. 14 October 2026

	Requested by
	e.g. name, role and party — Owner/Client, Builder/Contractor, or Consultant

	Variation status
	e.g. Draft, Submitted, Under assessment, Approved, Rejected, Withdrawn

	Required decision date
	e.g. date by which a decision is needed to avoid delay or extra cost






2. Requested change
	DELETE BEFORE ISSUE: Describe the change clearly enough that both parties are agreeing to the same thing if this is signed. Building contract example: “Change external cladding from weatherboard to James Hardie Scyon Linea to street-facing elevations.” Consultancy agreement example: “Additional structural engineering input to redesign the first-floor beam following a client-requested opening between kitchen and living room.”



	Description of proposed change
	e.g. Change external cladding from weatherboard to James Hardie Scyon Linea

	Reason for change
	e.g. client preference, latent site condition, statutory requirement, design coordination issue

	Affected area / trade
	e.g. Kitchen joinery / Cabinetmaker, or Structural design / Engineer

	Related drawing, specification or correspondence
	e.g. Drawing A-104 Rev D; email dated 3 March 2026

	Requested outcome
	e.g. Approval to proceed with the revised material at the quoted cost, with no change to the completion date











3. Cost assessment
	DELETE BEFORE ISSUE: Price the variation before it's approved, not after the work is done — an unpriced “approval to proceed” is a common source of disputes. A margin line typically applies to a building contract variation; it usually doesn't apply to a consultancy fee variation, which is often based on the agreed hourly rate or a fixed additional fee instead. Always show GST (10%) separately, and keep the quotation or fee basis attached as evidence.



	Cost component
	Addition ($)
	Credit ($)
	Basis / quotation reference

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	



	Subtotal before margin and GST
	$

	Margin (if applicable)
	$ — typically applies to building contract variations only

	GST (10%)
	$








4. Time and programme assessment
	DELETE BEFORE ISSUE: State any effect on the programme clearly, and by when a decision is needed to avoid delay. For a building contract this is usually the construction programme and practical completion date; for a consultancy agreement it may be the design or documentation programme and downstream milestones such as DA lodgement.



	Additional / reduced time claimed
	e.g. 5 working days

	Effect on critical activities or completion
	e.g. delays frame stage by one week; no effect on practical completion if approved by 20 October

	Decision deadline to avoid delay
	e.g. 20 October 2026

	Procurement or access impacts
	e.g. cladding has a 3-week lead time from order

	Mitigation options
	e.g. resequence external works while cladding is on order


5. Approval
	DELETE BEFORE ISSUE: Check the contract or agreement, and the applicable state requirements, before work proceeds — a verbal discussion, a site direction or an unsigned quotation may not satisfy the required variation process, and unsigned variations are a common cause of payment disputes. Record which party each signature belongs to (Owner/Client, Builder/Contractor or Consultant) so the written record is unambiguous.



	Decision
	Party
	Name / role
	Signature
	Date
	Comments / conditions

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	





6. Distribution and document updates
	DELETE BEFORE ISSUE: Once approved, make sure the change is actually reflected everywhere it needs to be — an approved variation that isn't updated in the cost report, programme or drawings is a common source of confusion later. This applies equally whether the variation sits under a building contract or a consultancy agreement.



	Check
	Item / requirement
	Notes, evidence or action

	☐
	Issue approved variation to relevant parties
	

	☐
	Update contract / fee price and cost report
	

	☐
	Update programme and procurement tracker
	

	☐
	Update drawings, specification and schedules
	

	☐
	Record superseded documents
	

	☐
	File approval and supporting evidence
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