Change Request Template

	CHANGE CONTROL REQUEST

PART 1 – Work Request

	Ref Number:

1/00012
	Project: Project Mercury

Phase: Phase 1
	Version Number
	0.1

	Source of Variation
	
	Date Raised
	12 September 2004

	Requester


	Sponsor



	Description of Variation



	Documents Affected
	 FORMCHECKBOX 
 Agreement

 FORMCHECKBOX 
 Work Contract

	Document Title
	Document Reference
	Version

	
	
	

	Attachments
	 FORMCHECKBOX 
 Yes  


 FORMCHECKBOX 
 No

	Attachment Title
	Attachment Reference
	Version

	
	
	

	Rationale and Impact



	Impact if not Resolved



	(To be completed by the Supplier)

Estimated Effort (days) to Complete Part 2 ‘Impact Analysis’
	

(Days)

	If greater than x days, estimated cost of 


	£



	I confirm that the Company has formally approved the estimate to complete Part 2 ‘Impact Analysis’

Company Contract Authority Signature


	Date


	SERVICE CHANGE REQUEST

PART 2 – Supplier Impact Analysis

	Reference Number
	
	Version Number
	

	Financial Basis
	 FORMCHECKBOX 
Fixed Price 

 FORMCHECKBOX 
Time & Materials

	Cost Variation Description



	
	Change Requested

	Man-days
	

	Quoted Service Charge (£)
	

	Other Expenses (£)

<description>
	

	Total Quoted Service Charge (£)
	

	ADR calculated for this change (£)



	Revised Contractual Dates



	Revised Planned Dates



	Risks 



	Scope 



	Impact on Company and Company’s Obligations



	Impact on Supplier and Supplier’s Obligations



	External Impacts and Responsibilities for Managing them 



	Impact Analysis Author



	I confirm that the Supplier has formally approved this Contract Variation Notice

Supplier Contract Authority Signature


	Date


	SERVICE CHANGE REQUEST

PART 3 – Company Decision

	Reference Number
	
	Version Number
	

	Company Decision 
	 FORMCHECKBOX 
 Approved

 FORMCHECKBOX 
 Refused

 FORMCHECKBOX 
 Postponed

 FORMCHECKBOX 
 Work Contract to be raised



	Reason if not approved
	

	I confirm the Company’s decision as shown above

Company’s Contract Authority Signature


	Date


	Version

1.0
	Status

Signed Off
	Save Date

07/04/2003

	Page

1 of 3
	Document Reference  

MP080910


	Document Title

Risk Issue & Change Processes
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