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Construction Variation proposal
Editable blank proposal form
Complete alongside the actual agreement and reviewed terms. This form does not itself authorise work, create a payment receipt or alter a separate subcontract. Remove example pages before issuing your proposal.
Customer / Job / site: [Actual Customer, Job and work address]
Baseline agreement reference: [Accepted scope / agreement reference]
Proposal reference / revision: [Proposal reference and version]
Proposal date: [Day month year]
Discovery or requested change: [What was found or requested; date / source]
Supporting specification / selected evidence: [Reviewed drawing, assessment and relevant evidence]
1. Proposed scope adjustment
	Add / remove / replace
	Defined work / location
	Specification and supply

	[Type of change]
	[Specific offered work]
	[Specification / supply arrangement]

	[Type of change]
	[Specific offered work]
	[Specification / supply arrangement]

	[Type of change]
	[Specific offered work]
	[Specification / supply arrangement]


Exclusions and assumptions: [Boundaries; checked inputs; outstanding details]
2. Value relationship
Reviewed baseline value: [GBP value and tax basis]
Proposed signed adjustment: [Addition or reduction, with explicit sign and basis]
Proposed value if accepted: [Baseline plus adjustment; independently check arithmetic]
Actual tax treatment: [Reviewed applicable treatment and presentation]
3. Programme and related arrangements
Proposed effect: [Duration, access, procurement or scheduling effect; identify what is still proposed]
Payment / billing basis: [Reference actual reviewed arrangements; review existing issued billing separately.]
4. Response record
Offered version considered: ______________________________
Named respondent and relevant authority check: ______________________________
Decision / condition or question: ______________________________
Actual response date and method: ______________________________
Supporting evidence / note: ______________________________
Person entering the response / recording date: ______________________________
Next responsibility after response: [Actual agreement update, scheduling review or clarification; record owner.]


Construction Variation proposal
Worked example: additional shelf unit
Complete alongside the actual agreement and reviewed terms. This form does not itself authorise work, create a payment receipt or alter a separate subcontract. Remove example pages before issuing your proposal.
Customer / Job / site: Example refurbishment / actual Customer and address to enter
Baseline agreement reference: A-01 revision 1
Proposal reference / revision: VAR-01 revision 1
Proposal date: 1 October 2026
Discovery or requested change: Customer requests one additional matching shelf unit
Supporting specification / selected evidence: Drawing S-02 revision A; relevant measurements to confirm
1. Proposed scope adjustment
	Add / remove / replace
	Defined work / location
	Specification and supply

	Add
	One matching shelf unit in the identified alcove area
	Supply and fit to reviewed drawing S-02 revision A


Exclusions and assumptions: Surrounding decoration excluded; confirmed dimensions and finish selection required before issue.
2. Value relationship
Reviewed baseline value: £12,000.00 before any applicable tax
Proposed signed adjustment: +£750.00 on the same before-tax basis
Proposed value if accepted: £12,750.00 on that basis
Actual tax treatment: To review for the actual business and supply; none inferred from this example
3. Programme and related arrangements
Proposed effect: Additional fitting input to be reviewed; date and team not confirmed by this example.
Payment / billing basis: [Reference actual reviewed arrangements; review existing issued billing separately.]
4. Response record
Offered version considered: [Enter actual information; no response supplied in this example]
Named respondent and relevant authority check: [Enter actual information; no response supplied in this example]
Decision / condition or question: [Enter actual information; no response supplied in this example]
Actual response date and method: [Enter actual information; no response supplied in this example]
Supporting evidence / note: [Enter actual information; no response supplied in this example]
Person entering the response / recording date: [Enter actual information; no response supplied in this example]
Next responsibility after response: [Actual agreement update, scheduling review or clarification; record owner.]


Proposal change log
	Version / date
	What changed and why
	Current offered version / response route
	Reviewed by

	[Reference]
	[Scope, amount or input changed]
	[Current proposal; old route review]
	[Name / date]

	[Reference]
	[Scope, amount or input changed]
	[Current proposal; old route review]
	[Name / date]

	[Reference]
	[Scope, amount or input changed]
	[Current proposal; old route review]
	[Name / date]

	[Reference]
	[Scope, amount or input changed]
	[Current proposal; old route review]
	[Name / date]


Before issue
☐ Compare proposed work with the actual agreed baseline
☐ Complete scope and review unresolved specification
☐ Check the adjustment sign, value basis and arithmetic
☐ Choose relevant customer-facing evidence
☐ Identify the offered version and response route
☐ Review appropriate terms, tax and billing questions
☐ Remove unused placeholders and example pages
Reference guidance: https://www.fmb.org.uk/become-a-master-builder/membership-benefits/fmb-contracts.html
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