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1 INTRODUCTION

This Schedule sets out the procedure for dealing with Changes.

2 CHANGE REQUIREMENTS

2.1 In addition to the Change Control Procedures set out in this Schedule, the Contractor shall

comply with Paragraph 5.5 (Change Management System) of Appendix 2 (ITIL Requirements)

to Part 13 (IT Service Management), to Schedule 2.1 (Services Description) in relation to:

(a) developing and maintaining a workflow based automated Change Management

System; and

(b) the planning and management of change related to IT Service Management.

2.2 Whether a Change is an Operational Change or a Contract Change, all Changes shall be

logged and processed through the Change Management System. The Parties may agree in

the Service Operations Manual those categories of business as usual Operational Change

which are exempt from the Change Management System.

2.3 To the extent that any Change Request relates to the Contractor System the Parties shall also

follow:

(a) the procedures set out in Schedule 6.2 (Testing Procedures); and

(b) the change requirements in Paragraph 5 (Service Change) of Appendix 2 (ITIL

Requirements) to Part 13, (IT Service Management), Schedule 2.1 (Services

Description).

Requirements Development

2.4 Where reasonably requested by the Authority, Contractor Personnel shall support and assist

the Authority with the discovery, identification, and agreement of Change requirements. Such

support activities shall include but are not limited to:

(a) analysis of statements of business capability and associated requirements to

establish whether they are necessary and sufficient;

(b) analysis of requirements to balance the Authority's stakeholder needs and

constraints;

(c) validation of requirements to ensure resulting products and services shall perform as

intended in terms of meeting stated business capabilities and operating in the

Authority's ICT environment; and

(d) attendance at change development meetings and/or workshops.
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3 CLASSIFICATION OF CHANGE

3.1 A Change may either be:

(a) an Operational Change, which shall be processed in accordance with Paragraphs 4

(Change Requests) and 5 (Operational Change Procedure); or

(b) a Contract Change, which shall be processed in accordance with Paragraphs 4

(Change Requests), 6 (Contract Change Procedure), and 7 (Impact Assessment).

4 CHANGE REQUESTS

4.1 All Changes must be requested via the Change Request form. The final form of the Change

Request form shall be agreed by the Parties 30 calendar days prior to Operational Services

Commencement Date. The Parties may agree in the Service Operations Manual those

categories of business as usual Operational Change which are exempt from the Change

Management System.

4.2 All new and outstanding Change Requests shall be reviewed by the JCAB on a weekly basis

(or more frequently if so requested to by the Authority) who shall categorise each Change

Request in accordance with the Change Categories in Appendix 1 (Categories of Change).

4.3 Ahead of each JCAB meeting, the Contractor shall distribute to the Authority:

(a) no later than 1 Working Day prior to the JCAB meeting, all relevant documents to

support the delivery of the JCAB meeting (including but not limited to the agenda, new

and outstanding Change Requests and any supporting documentation);

(b) no later than 2 Working Days following the JCAB meeting, the records of decisions

made and actions to be taken as agreed during the JCAB meeting; and

(c) the Contractor shall provide all administration support for the JCAB.

4.4 The Authority shall have the right to request amendments to a Change Request, approve it, or

reject it in the manner set out in Paragraph 10.1 (Authority's right of Approval).

4.5 The Contractor shall have the right to reject a Change Request solely in the manner set out in

Paragraph 10.2 (Contractor's right of Approval).

4.6 If the Contractor requires any clarification on a Change Request, the Contractor shall promptly

submit a request for clarification to the Authority and the Authority shall respond to such

request for clarification as soon as reasonably practicable. Provided that sufficient information

is received by the Authority on the nature of the request for clarification and the Contractor

has provided a reasonable justification for the request, the Authority may at its sole discretion,

acting reasonably, extend the time period by such reasonable period of time (as agreed

between the Parties) for the Contractor to complete the Impact Assessment (if applicable).
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5 OPERATIONAL CHANGE PROCEDURE

5.1 Subject to Paragraph 5.3, either Party may request an Operational Change by submitting a

Change Request to the Contractor Change Manager which shall include the following details:

(a) the proposed Operational Change;

(b) the timescale for completing the Operational Change which shall be:

(i) where applicable, as specified in relevant Service Requirement;

(ii) calculated in accordance with the timescales set out in Appendix 1

(Categories of Change); or

(iii) such other timescale as may be agreed by the Authority acting reasonably;

and

(c) whether the proposed Operational Change is within the scope of the Service

Catalogue;

5.2 Where the proposed Operational Change is not included in the Service Catalogue once a

Change Request has been approved, the Contractor shall provide an Impact Assessment

and, if required by the Authority, the Contractor shall add the detail of that Change, including

the relevant Impact Assessment, to the Service Catalogue for subsequent reference.

5.3 Where the proposed Operational Change relates to Transformation the deployment of that

Change will require an Impact Assessment and the Change will be processed in accordance

with the Detailed Transformation Plan requirements set out in Schedule 6.1 (Transition and

Transformation Plans).

5.4 Subject to approval of:

(a) the Change Request by the JCAB; and

(b) where applicable, the Impact Assessment by the Authority,

the Contractor shall implement the Operational Change within the timescale specified for

completion of the Operational Change in the approved Change Request.

5.5 Following completion of the Operational Change, the Contractor shall promptly notify the

Authority and provide the Authority with details of completion of the relevant Operational

Change.

5.6 The Contractor shall not be entitled to increase the Charges in respect of Operational

Changes.

6 CONTRACT CHANGE PROCEDURE

6.1 Either Party may request a Contract Change.
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6.2 For Change Requests raised for a Contract Change, the Change Request shall state whether

the Party issuing the Change Request considers the proposed Change will include a Gain

Share Opportunity arising from the Contractors obligations under Clause 8 (Services

Improvement).

6.3 Save as otherwise provided in this Schedule, the Contractor shall assess and document the

potential impact of a proposed Contract Change in accordance with Paragraph 7 (Impact

Assessment).

6.4 Save as otherwise provided in this Schedule, no proposed Contract Change shall be

implemented by the Contractor until a Change Authorisation Note has been signed and

issued by the Authority in accordance with Paragraph 10.1(b) (Authority's right of Approval).

6.5 The Parties acknowledge that there may be circumstances where it is necessary for the

Contractor to start development work ahead of a Change Authorisation Note being issued by

the Authority. In these circumstances the Parties may agree to implement the Fast Track

procedure in accordance with Paragraph 8 (Fast Track Procedure).

6.6 To the extent that any Contract Change requires testing and/or a programme for

implementation, where appropriate, the Change Authorisation Note relating to such a Contract

Change shall specify Milestones and/or a Key Milestone and Milestone Date(s) in respect of

such Contract Change for the purposes of such procedures.

6.7 Until a Change Authorisation Note has been signed and issued by the Authority in accordance

with Paragraph 10.1(b) (Authority's right of Approval), then:

(a) unless the Authority expressly agrees (or requires) otherwise in writing, the Contractor

shall continue to supply the Services in accordance with the existing terms of this

Agreement as if the proposed Contract Change did not apply; and

(b) any discussions, negotiations or other communications which may take place

between the Authority and the Contractor in connection with any proposed Contract

Change, including the submission of any Impact Assessment or other supporting

documents, shall be without prejudice to each Party's other rights under this

Agreement.

6.8 At the end of each calendar Month the Contractor shall deliver to the Authority a copy of this

Agreement updated to reflect all Contract Changes agreed during the preceding calendar

month annotated with reference to each relevant Change Authorisation Note pursuant to

which the relevant Contract Changes were agreed.

7 IMPACT ASSESSMENT

7.1 The Contractor shall provide an Impact Assessment in response to all Changes, within the

timelines set out in Appendix 1 (Categories of Change).

7.2 All proposals which would, if accepted, have an impact on the Charges must be transparent,

contain an appropriate level of detail to facilitate scrutiny and assessment of Value for Money,

and be proportionate to the type of Change under consideration.
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7.3 Where a Contractor's proposal includes a reduction in the Charges, or where the Authority

reasonably believes there should be a reduction in the Charges, the Contractor shall evidence

how it will achieve a reduction in the Charges by supplying:

(a) an analysis of the cost reductions that shall be achieved as a result of the proposed

Change (supported by relevant documentary evidence of the reduction) and any other

information reasonably requested by the Authority in connection with the reduction; or

(b) where the proposal does not evidence a reduction in the Charges or where the

Authority reasonably believes the proposal does not adequately evidence a reduction

in the Charges, written justification together with documentary evidence

demonstrating why the Contractor is unable to make the requested reduction in the

Charges.

7.4 Any project and programme management costs shall not exceed of the total cost of the

Change, unless agreed in writing by the Authority. Subject to the Authority's right under

Paragraph 10.1 (Authority's right of Approval) such agreement is not to be unreasonably

withheld or delayed.

7.5 Each Impact Assessment shall include:

(a) details of the proposed Change including the reason for the Change and benefits that

will accrue to the Authority if the Change were implemented;

(b) an assessment of the impact of the proposed Change on:

(i) the Services and the Contractor's ability to meet its other obligations under

this Agreement;

(ii) any relevant external interfaces;

(iii) the working practices of either Party;

(iv) the risk profile of the Services and/or this Agreement;

(v) the BCDR Plans and services;

(vi) the key risks associated with the Change, including an assessment of their

likelihood and impact, and actions taken to mitigate them;

(vii) other services provided by either the Authority, or any Third Party Contractors

(to the extent the Contractor has knowledge of such services);

(viii) any Authority Responsibilities; and

(ix) the Sub-contracting arrangements;

(c) the proposed delivery methodology (Agile, Waterfall, hybrid) including a timetable for

the implementation, together with:
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(i) details of documentary deliverables;

(ii) any proposals for the Testing of the Change;

(iii) recommendations of where the proposed Change should fit into the overall

Forward Schedule of Change and any relevant Release Plan;

(iv) the proposed roll-back, fall-back and recovery procedures (if any) which

would apply if the implementation of the proposed Change fails in whole or in

part;

(v) details of any milestones and/or check points (including dates) in respect of

such proposed Change; and

(vi) any other matter reasonably requested by the Authority at the time of the

Impact Assessment, or reasonably considered by the Contractor to be

relevant;

(d) where the Change Request relates to a Contract Change:

(i) details of any proposed variation to the terms of this Agreement that will be

required; and

(ii) details of the following costs, broken down into both Contract Year and

Financial Year:

(A) the cost of implementing the proposed Contract Change;

(B) the ongoing costs (including the total cost of delivery and any future

running costs) and any alteration to the working practices of either

Party as a result of implementing the proposed Contract Change;

(C) any increase or decrease in the Charges;

(D) any Gain Share;

(E) any alteration in the resources and/or expenditure required by either

Party; and

(F) any project and programme management costs;

(e) where the Change Request relates to a Change directly to the Mil Pers & Vets

Reporting Platform or to any system used as a data source by the platform, details of

all existing reporting items (e.g. Analysis, Report, Dashboard, query) impacted must

include, but not be limited to:

(i) the name of the impacted item;

(ii) the item owner;
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(iii) detail of the impact upon the item;

(iv) the last execution date of the item; and

(v) Impact mitigation recommendations;

(f) details of how the proposed Change will ensure compliance with any applicable

Change in Law;

(g) written confirmation from the Guarantor that the proposed Change is within the scope

of the Guarantee provided that to the extent that the Guarantee authorises such

Change as being within its scope the Authority may waive this requirement;

(h) if so requested by the Authority, a plan for the levels of resource needed to deliver the

Change (including quantities of labour, equipment and materials); and

(i) such other information as the Authority may reasonably request in (or in response to)

the Change Request.

7.6 If the Contractor considers that a proposed Change has no risks or impact of the kind

described in Paragraph 7.5, it shall include a written statement to that effect in the Impact

Assessment.

7.7 Subject to the provisions of Paragraph 7.8, the Authority shall review the Impact Assessment

and respond to the Contractor in accordance with Paragraph 8 (Fast Track Procedure) within

15 Working Days of receiving the Impact Assessment.

7.8 If the Change is raised by the Contractor, and the Authority reasonably considers that it

requires further information regarding the proposed Change in order that it may evaluate the

Change Request and the Impact Assessment, the Contractor shall provide the further

information requested within 10 Working Days or such other period as may reasonably be

agreed, and re-issue the relevant Impact Assessment where appropriate. At the Authority's

discretion, the Parties may repeat the process described in this Paragraph 7.8 until the

Authority is satisfied that it has sufficient information to evaluate the Change Request and

Impact Assessment.

7.9 The calculation of any proposed price increase for the purposes of Paragraphs 7.3 and

7.5(d)(ii)(C) shall:

(a) where applicable be based on the prices set out in the Service Catalogue and/or the

Financial Model;

(b) be consistent with the level of Contractor overhead and margin set out in the Financial

Model;

(c) facilitate the Financial Transparency Objectives;

(d) demonstrate how the Contractor is ensuring value for money for the Authority;
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(e) include estimated volumes of each type of resource to be employed and the

applicable Rate Card;

(f) include full disclosure of any assumptions underlying such Impact Assessment;

(g) include evidence of the cost of any assets required for the Change; and

(h) include details of any new Sub-Contracts necessary to accomplish the Change.

8 FAST TRACK PROCEDURE

8.1 The Parties acknowledge that to ensure operational efficiency, there may be circumstances

where it is desirable to expedite the Contract Change Procedure.

8.2 If the Contractor believes that the Contract Change Procedure will not allow the completion of

the Contract Change within the necessary timescales, the Contractor may request to start

development work for the Contract Change under the Fast Track Procedure by submitting a

Fast Track Request Form to the Authority's Commercial Officer.

8.3 The Authority may at its absolute discretion approve the Fast Track Request Form. If the

Contractor commences delivery of the Change Request prior to approval of the Fast Track

Request Form, it does so at its own risk.

8.4 Following approval of a Fast Track Request Form by the Authority's Commercial Officer, the

Contractor shall:

(a) commence delivery of the approved Contract Change; and

(b) as soon as reasonably practicable and in any event no later than 10 Working Days,

submit to the Authority its Impact Assessment in accordance with Paragraph 7

(Impact Assessment).

8.5 The Authority reserves the right to reject any Impact Assessment which is submitted under

Paragraph 8.3 and to cancel the Change Request.

8.6 In the event that the Authority notifies the Contractor that it has cancelled a Change Request

that has been commenced under the Fast Track Change Control Procedure, the Authority will

only be liable for unrecoverable costs incurred by the Contractor to the date of Notice by the

Authority that the Change Request is cancelled.

8.7 The Contractor shall not exceed the costs as detailed in the approved Fast Track Request

Form. Where the Contractor anticipates that such agreed costs may be exceeded, it shall

submit an additional Fast Track Request Form to the Authority's Commercial Manager for

approval. Where the Contractor exceeds the costs specified in the agreed Fast Track Request

Form, it does so at its own risk.
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9 EMERGENCY CHANGE

9.1 If any Change to the Contractor System has to be delivered by reason of urgency, or in an

emergency, in order to keep the system safe (i.e. a security issue) or to, maintain business

continuity then:

(a) the Authority can authorise the Contractor to deliver the Change as an Emergency

Change within such timelines as are agreed by the Parties and in any case no later

than 2 Working Days; or

(b) the Contractor may, acting reasonably, choose to deliver the Change as an

Emergency Change and, within 24 hours, notify the Authority of such Emergency

Change.

9.2 The Contractor shall employ a consistent way of working to ensure all Emergency Change is

delivered in accordance with the Service Operations Manual.

9.3 Where Emergency Change is delivered out of normal working hours, all necessary

documentation is to be retrospectively raised by the Contractor and approved by the JCAB

within 5 Working Days.

9.4 Where Emergency Change is delivered, the Contractor shall deliver an Impact Assessment

within the timescales agreed by Authority (Change Manager).

9.5 The Authority may (acting reasonably having regard to the nature of the emergency) choose

to Test (including Witness Testing where appropriate in accordance with Schedule 6.2

(Testing Procedure)), any Emergency Change prior to the deployment of the Change.

10 APPROVAL AND AMENDMENTS

10.1 Authority's right of Approval

(a) Within 15 Working Days of receiving the Impact Assessment from the Contractor, or

on receipt of the further information that it may request pursuant to Paragraph 7.8

(Impact Assessment), the Authority shall evaluate the Impact Assessment and shall

do one of the following:

(i) approve the proposed Impact Assessment, where the Parties shall follow the

procedure set out in Paragraph 10.1(b);

(ii) in its absolute discretion, reject the Impact Assessment, where the Authority

shall notify the Contractor of the rejection. The Authority shall not reject any

proposed Impact Assessment to the extent that:

(A) the Change is necessary for the Contractor or the Services to comply

with any Changes in Law.
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(B) the Change is subject to an adjustment in accordance with the

provisions of Paragraph 9 of Schedule 7.1 (Charges and Invoicing,

Allowable Assumptions);

If the Authority does reject a Contract Change, then it shall explain its reasons

in writing to the Contractor as soon as is reasonably practicable following

such rejection; or

(iii) in the event that the Authority reasonably believes that a Change Request or

an Impact Assessment contains errors or omissions, require the Contractor to

modify the relevant document within 5 Working Days of request. Subject to

Paragraph 7.8, on receiving the modified Impact Assessment, the Authority

shall approve or reject the proposed Impact Assessment within 15 Working

Days.

(b) If the Authority approves the proposed Impact Assessment pursuant to Paragraph

10.1(a)(i), and it has not been rejected by the Contractor in accordance with

Paragraph 10.2, the Authority shall inform the Contractor and the Contractor shall

prepare two copies of a Change Authorisation Note, which it shall sign and deliver to

the Authority for its signature. Following receipt by the Authority of the Change

Authorisation Note, it shall sign both copies and return one copy to the Contractor.

On the Authority's signature, the Change Authorisation Note shall constitute (or,

where the Authority has agreed to or required the implementation of a Change prior to

signature of a Change Authorisation Note, shall constitute confirmation of) a binding

variation to this Agreement.

(c) If the Authority does not sign the Change Authorisation Note within 10 Working Days,

then the Contractor shall have the right to notify the Authority and if the Authority does

not sign the Change Authorisation Note within 5 Working Days of such notification,

then the Contractor may refer the matter to the Expedited Dispute Timetable pursuant

to the Dispute Resolution Procedure.

10.2 Contractor's right to reject

Following the delivery of an Impact Assessment, if:

(a) the Contractor reasonably believes that any proposed Change which is requested by

the Authority would:

(i) materially and adversely affect risks to the health and safety of any person;

and/or

(ii) require the Services to be performed in a way that infringes any Law; and/or

(b) the Contractor demonstrates to the Authority's reasonable satisfaction that the

proposed Change is technically impossible to implement and neither the Contractor

Solution nor the Services Description state that the Contractor does have the

technical capacity and flexibility required to implement the proposed Contract

Change,
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the Contractor shall be entitled to reject the proposed Change and shall notify the Authority of

its reasons for doing so within 5 Working Days after the date on which it is obliged to deliver

the Impact Assessment pursuant to Paragraph 7.1 (Impact Assessment).

11 COST OF PREPARING CHANGE REQUEST

11.1 Subject to Paragraph 11.2:

(a) the costs incurred by the Contractor in preparing a Change Request shall be borne by

the Contractor;

(b) where reasonably requested by the Authority, the Contractor shall provide functional

and technical help, advice and support in defining requirements and preparing a

Change Request for submission to the JCAB. Any costs incurred in providing this

service shall be borne by the Contractor, including but not limited to any costs

associated with attendance at meetings and/or workshops; and

(c) the costs incurred by the Contractor in undertaking an Impact Assessment shall be

borne by the Contractor.

11.2 The Contractor shall:

(a) provide documentary evidence to the Authority which demonstrates to the Authority's

satisfaction that best value for money has been or will be achieved; and

(b) provide such other information and assistance as the Authority reasonably requests in

relation to any value for money assessment,

and in establishing the Contractor's compliance in accordance with this Paragraph 11.2 the

Authority may take such steps and perform such analysis as it considers necessary (including

the assessment by third party independent auditors) to assess whether best value for money

has been or will be achieved in accordance with Clause 5.2 (Standard of Services).

12 SERVICE CATALOGUE

12.1 The Service Catalogue shall be developed and agreed and maintained in accordance with

Part 13 (IT Service Management) of Schedule 2.1 (Service Requirements - Information

Technology Service Management).

12.2 The cost of delivering and maintaining the Service Catalogue shall be borne by the Contractor

12.3 The Service Catalogue includes an impact assessment for each deliverable change specified

in it. Where applicable such impact assessments shall be relied on by the JCAB in assessing

requests for Operational Change.
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APPENDIX 1

Categories of Change

1. CATEGORIES OF CHANGE

The JCAB shall categories each Change Request as one of the following categories:

(a) a "Standard Change", which consists of all Operational Change (but excluding

Transformational Change) and, where agreed by the JCAB, Contract Change relating to

the scope of the Service Catalogue. Standard Changes are made on an ad hoc basis so

are deliverable out of Release;

(b) a "Minor Change", which consists of all low risk Contract Change (as assessed and

agreed by the JCAB) that requires no more than 20 days to develop and deliver. Minor

Changes are made on an ad hoc basis so are delivered out of Release;

(c) a "Normal Change", consists of all medium risk Contract Change (as assessed and

agreed by the JCAB). Delivery of a Normal Change shall be via a Minor Release; and

(d) a "Major Change", which consists of all high risk and complex Contract Change (as

assessed and agreed by the JCAB). Delivery of a Major Change shall be via a Major

Release.

2. STANDARD CHANGE

2.1. An Impact Assessment for a Standard Change (except where a Change relates to the scope

of the Service Catalogue and an Operational Change to the Standards) shall be delivered

within timescales to be agreed with the Authority (Change Manager).

2.2. An Impact Assessment for a Contract Change which relates to the scope of the Service

Catalogue shall be delivered within 10 Working Days of the Change being accepted into the

Service Catalogue.

2.3. An Impact Assessment for an Operational Change to the Standards shall be delivered within

20 Working Days of the Change being accepted into the Service Catalogue.

2.4. A Standard Change shall be implemented within 10 Working Days of approval of the Change

Request by the JCAB.

2.5. The Contractor shall employ a consistent working practice to ensure all Standard Changes

are deployed in accordance with the Service Operations Manual.

2.6. Standard Change will not require review by the JCAB, unless otherwise requested by the

Authority.

3. MINOR CHANGE

3.1. An Impact Assessment for a Minor Change shall be delivered within 10 Working Days of

approval at the JCAB.
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3.2. A Minor Change shall be implemented within 30 Working Days of receipt of an approved

Change Authorisation Note

3.3. The Change may be delivered as an out of release change or via a Minor Release (in

accordance with Paragraph 5.9 (Release Categories) of Appendix 2 (ITIL Requirements) to

Part 13 (IT Service Management) to Schedule 2.1 (Services Description) depending on

timelines and testing requirements.

3.4. The Contractor shall employ a consistent working practice to ensure all Minor Changes are

deployed in accordance with the Service Operations Manual.

4. NORMAL CHANGE

4.1. An Impact Assessment for Normal Change shall be delivered within 15 Working Days of

approval at the JCAB.

4.2. A Normal Change shall be implemented within 3 months of receipt of an approved Change

Authorisation Note.

4.3. The Contractor shall implement and manage the process that enables Normal Change to be

delivered in accordance with the agreed timelines and standards.

5. MAJOR CHANGE

5.1. An Impact Assessment for Major Change shall be delivered within the timescales agreed and

recorded in the project management plan.

5.2. A Major Change shall be implemented in accordance with the delivery methodology and

timeline as agreed by the JCAB and on receipt of an approved Change Authorisation Note.

5.3. In addition to an Impact Assessment, the Contractor shall provide, manage and maintain all

documentary deliverables in accordance with the agreed project management framework and

delivery methodology for each Change. This shall include, but is not limited to:

(a) Project Summary;

(b) Project Initiation Document;

(c) Project Management Plan;

(d) Risk Register;

(e) Testing strategy; and

(f) Stakeholder Management Plan.



OFFICIAL

Legal02#81838664v1[SEH01] 14

APPENDIX 2

Change Request Template

CHANGE REQUEST FORM

Section 1 – Details to be completed by the Requestor

Date of Request:
Change Title

Requestor Name & Rank

Requestor Appointment Requestor Contact No

Funded By Funding Approval Level

DBS Process Lead / Business lead / SME (if known)

Sponsors Preferred Implementation Date Business Critical Implementation Date

Justification for Dates

Description of Change

Business Requirement / Reason for Change

Impact of Not Implementing the Change (not BAU)

Known Dependencies / Related Changes

New / Amend Information Asset / Data Content

New / Amend E-Learning or JPA VTE

New / Amend MI Requirements in OBIEE
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Section 2 – To be completed by JPA Focal Points or Sponsor

Name and Rank

Contact No Proposed Priority

Appointment Date

Focal Point / Sponsor Comment

Section 3 – To be completed by Change Manager

Name

Appointment

Contact No Date

Change Type

Choose an item.

Change Manager Comments
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APPENDIX 3

Change Authorisation Note

Approval to commence work

Change
Number

Change
Title

a. Contracted value Time and Materials £

b. Contracted value Firm Price £

c. Total contracted value (a+b) £

Approved By:

Contractor Role Authority Role

Name: Name:

Title: Title:

Date: Date:

Signature: Signature:

Commercial Approval

Contractor Role Authority Role

Name: Name:

Title Title:

Date: Date:

Signature: Signature:
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APPENDIX 4

Fast Track Request Form

All blank fields must be completed

SECTION 1 -
CONTRACTOR

Change Number: Change Value ( if
not determined at
this point, add
comment )

£[●] 

Title:

Reason for Fast Track
(including details of
implications for not
having Commercial Fast
Track cover):

Reason for Fast Track:

Fast Track Duration:

Fast Track Value:

DBS Agreement /
Awareness:

To: DBS
Process Lead:

Date Submitted:

Contractor Commercial
Approval:

SECTION 2 -
AUTHORITY

Process Lead comment
on Fast Track request:

AH Approval of Fast
Track:

Approved / Not Approved

Funding Approval
CDP/External:

Approved by

Commercial Approval of
Fast Track:

Approved / Not Approved

Approved Value (£):

Approved Date:
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5. Change Gate

SECTION 3 –
AUTHORITY TO
CONTRACTOR
PROJECT MANAGER

Fast Track Approved/Not Approved

Fast Track Value (£):

Date:


