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SCHEDULE 6.2 

CHANGE CONTROL PROCEDURE 

Version Control 

VERSION DATE COMMENT 

1.0 July 2017 Execution version 

 

1. DEFINITIONS 

In this Schedule, the following definitions shall apply: 

"Change Request" a written request for a Contract 
Change which shall be substantially in 
the form of Annex 1;  

"Change Communication" any Change Request, Impact 
Assessment, Change Authorisation 
Note, request for a Minor Work 
Package Change or other 
communication sent or required to be 
sent pursuant to this Schedule; and 

"Impact Assessment" an assessment of a Change Request 
in accordance with Paragraph 4. 

 

2. GENERAL PRINCIPLES 

2.1 Contract Changes other than Minor Work Package Change Requests shall be dealt with in 
accordance with Paragraphs 3 to 7.  

2.2 Minor Work Package Change Requests shall be dealt with in accordance with Paragraph 8. 

3. CHANGE REQUESTS 

3.1 Either Party may issue a Change Request to the other Party at any time during the Term.  A 
Change Request shall be substantially in the form of Annex 1. 

3.2 If the Supplier issues the Change Request, then it shall also provide an Impact Assessment 
to the Authority as soon as is reasonably practicable but in any event within 10 Working 
Days of the date of issuing the Change Request. 

3.3 If the Authority issues the Change Request, then the Supplier shall provide an Impact 
Assessment as soon as reasonably practical but in any event within 10 Working Days of the 
date of receiving the Change Request. The Authority shall act reasonably in extending the 
time period for submission of the Impact Assessment to accommodate any reasonable 
requests for clarification that are made by the Supplier. 

3.4 The Change Request shall be implemented by the Supplier only after it has been approved 
and signed by the Authority as given in Paragraph 5.4. Until such approval has been given: 



 

AGREEMENT FOR SERVICES IN RELATION TO HMCTS COURT REFORM PROGRAMME 
SCHEDULE 6.2 – CHANGE CONTROL PROCEDURE  2 

3.4.1 unless the Authority expressly agrees (or requires) otherwise in writing, the 
Supplier 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 

3.4.2 any discussions, negotiations or other communications which may take place 
between the Authority and the Supplier in connection with any proposed Contract 
Change, including the submission of any Change Communications, shall be 
without prejudice to each Party’s other rights under this Agreement. 

3.5 The Supplier shall: 

3.5.1 within 10 Working Days of the Authority’s signature and issue of a Change 
Authorisation Note, deliver to the Authority a copy of this Agreement and/or any 
relevant Work Package updated to reflect all Contract Changes agreed in the 
relevant Change Authorisation Note and annotated with a reference to the Change 
Authorisation Note pursuant to which the relevant Contract Changes were agreed; 
and 

3.5.2 thereafter provide to the Authority such further copies of the updated Agreement as 
the Authority may from time to time request. 

4. IMPACT ASSESSMENT 

4.1 Each Impact Assessment shall be completed in good faith and shall include: 

4.1.1 details of the proposed Contract Change and the reason for the Contract Change; 

4.1.2 details of the impact of the proposed Contract Change on the Services and the 
Supplier's ability to meet its other obligations under this Agreement and any Work 
Package; 

4.1.3 any variation to the terms of this Agreement and/or a Work Package that will be 
required, including to the Services Description, the Services detailed in a particular 
Work Package and/or any Milestones and Deliverables; 

4.1.4 details of any Sub-contractor(s) necessary to deliver the Change Request; 

4.1.5 a timetable for the implementation of the Contract Change; 

4.1.6 estimated volumes of each type of resource to be employed and the applicable 
Rates; 

4.1.7 full disclosure of any assumptions underlying such Impact Assessment;  

4.1.8 details of the cost of implementing the proposed Contract Change; 

4.1.9 details of revisions to any agreed Service delivery timetable under this Agreement 
or any Work Package; and 

4.1.10 such other information as the Authority may reasonably require.  

5. AUTHORITY’S RIGHT TO OF APPROVAL  

5.1 Within 10 Working Days of receiving the Impact Assessment, the Authority shall evaluate the 
Change Request and Impact Assessment and shall do one of the following:  

5.1.1 approve the proposed Contract Change; 
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5.1.2 subject to Paragraph 5.3, in its absolute discretion reject the Change Request 
impact assessment; or  

5.1.3 in the event that it reasonably believes that the Change Request or Impact 
Assessment contains errors or omissions, request that the Supplier modifies the 
relevant documents accordingly. In this case, the Supplier shall act promptly in 
rectifying such errors or omissions and the Authority shall consider the amended 
Change Request or Impact Assessment in accordance with this Paragraph 5.1. 

5.2 The Authority may, acting reasonably, extend the time period for evaluation of the Change 
Request and Impact Assessment to accommodate any reasonable requests for clarification 
that are made by the Authority. 

5.3 The Authority shall not reject any proposed Contract Change (including any Minor Work 
Package Change) to the extent that the Contract Change is necessary for the Supplier or the 
Services to comply with any Changes in Law. 

5.4 If the Authority approves the Change Request and Impact Assessment, then it shall inform 
the Supplier and the Supplier shall prepare two copies of a Change Authorisation Note which 
it shall sign and deliver to the Authority. Following receipt by the Authority of the Change 
Authorisation Note, it shall sign both copies and return one copy to the Supplier. On the 
Authority's signature the Change Authorisation Note shall constitute a binding variation to 
this Agreement. 

6. SUPPLIER'S RIGHT TO REJECT CHANGE REQUEST 

6.1 Following an Impact Assessment, if the Supplier reasonably believes that any proposed 
Contract Change which is requested by the Authority would: 

6.1.1 materially and adversely affect the risks to the health and safety of any person; 
and/or 

6.1.2 require the Services to be performed in a way that infringes any Law, 

then the Supplier shall be entitled to reject the proposed Contract 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 3.3. 

7. COSTS 

7.1 Each Party shall bear its own costs in relation to the preparation and agreement of each 
Change Request and Impact Assessment. 

7.2 The cost of any Contract Change shall be calculated and charged in accordance with the 
principles set out in Schedule 5.1 (Charges and Invoicing). 

7.3 The calculation of costs for the purpose of Paragraph 7.2 shall:  

7.3.1 include estimated volumes of each type of resource to be employed and the 
applicable Rates; 

7.3.2 include full disclosure of any assumptions underlying such Impact Assessment; 
and 

7.3.3 include evidence of the cost of any assets required for the Contract Change. 

8. MINOR WORK PACKAGE CHANGES 
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8.1 Subject to the remainder of this Paragraph 8, Minor Work Package Changes may be 
implemented by the Parties without following the procedure described in Paragraphs 3 to 7. 

8.2 Either Party may initiate a Minor Work Package Change by issuing a written request to the 
other Party at any time during the Term. Such request shall provide sufficient detail for the 
receiving Party to understand the key features of the proposed Minor Work Package Change 
and any impact on the wording of the Work Package in question, including as to the 
Services, Charges and timescales for delivery. 

8.3 If the Authority requests the Minor Work Package Change, the Supplier shall implement the 
relevant change on receipt of the Authority's request, subject to any clarification of the 
Authority's requirements (including agreement of any adjustment to the Charges for the 
Work Package in question required by such Minor Work Package Change), save that the 
Supplier shall be entitled to reject any proposed Minor Work Package Change for the 
reasons given in Paragraphs 6.1.1 and/or 6.1.2. 

8.4 If the Supplier requests the Minor Work Package Change, the Authority shall consider the 
request and shall provide a written response to the Supplier, either: 

8.4.1 approving the Minor Work Package Change request; 

8.4.2 subject to Paragraph 5.3, in its absolute discretion rejecting the Minor Work 
Package Change request; or  

8.4.3 requiring the Supplier to deal with the request as a Change Request in accordance 
with the procedure described in Paragraphs 3 to 7. 

8.5 On receipt of the Authority's written request under Paragraph 8.3 (subject to agreement of 
any adjustment to the Charges for the relevant Work Package under Paragraph 8.3), or the 
Authority's written approval under Paragraph 8.4.1 (including agreement of any such 
adjustment to the Charges set out by the Supplier in its request for the Minor Work Package 
Change), the Supplier shall implement the Minor Work Package Change and the Minor Work 
Package Change shall constitute a binding variation to this Agreement.  
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ANNEX 1 

CHANGE REQUEST FORM 

CR NO. TITLE: TYPE OF CHANGE: 
(Contract or Work Package) 

PROGRAMME AREA: WORK PACKAGE (IF APPLICABLE): 

RAISED BY: REQUIRED BY DATE: 

FULL DESCRIPTION OF REQUESTED CONTRACT CHANGE (INCLUDING PROPOSED 
CHANGES TO THE WORDING OF THE CONTRACT): 

DETAILS OF ANY PROPOSED ALTERNATIVE SCENARIOS: 

REASONS FOR REQUESTED CHANGE REQUEST 

BENEFITS AND DISADVANTAGES OF REQUESTED CONTRACT CHANGE: 

SIGNATURE OF REQUESTING CHANGE OWNER: 

DATE OF REQUEST: 
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ANNEX 2 

CHANGE AUTHORISATION NOTE 

CR NO. TITLE: DATE RAISED: 

PROGRAMME AREA: WORK PACKAGE REFERENCE (IF 
APPLICABLE): 

TYPE OF CHANGE: (Contract or Work 
Package) 

REQUIRED BY DATE: 

[KEY DELIVERABLES AND MILESTONE DATE: [if any]   ] 

DETAILED DESCRIPTION OF CONTRACT CHANGE FOR WHICH IMPACT ASSESSMENT IS 
BEING PREPARED AND WORDING OF RELATED CHANGES TO THE CONTRACT: 

DETAILS OF PROPOSED ADJUSTMENTS TO THE CHARGES AND MEANS FOR 
DETERMINING THESE (E.G. FIXED PRICE BASIS): 

SIGNED ON BEHALF OF THE AUTHORITY: SIGNED ON BEHALF OF THE SUPPLIER: 

Signature:…………………………………………. Signature:………………………………………… 

Name:…………………………………………….. Name:…………………………………………….. 

Position:…………………………………………… Position:………………………………………….. 

Date:………………………………………………. Date:……………………………………………… 

 
 


