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SOA Schedule 11 – 
Change Request 
[bookmark: _Toc308697037][bookmark: _Toc308774946]<Contract title and reference number>
<Customer name>
<Supplier name>
Contract established under SOA <SOA title and reference number>
	[bookmark: _Toc389662772][bookmark: _Toc392066976][bookmark: _Toc392074706][bookmark: _Toc396733277][bookmark: _Toc398718315][bookmark: _Toc399848984]INSTRUCTIONS FOR USING THIS DOCUMENT (TO BE DELETED IN FINAL EXECUTION VERSION OF SCHEDULE): 
[bookmark: _Toc389662773][bookmark: _Toc392066977][bookmark: _Toc392074707][bookmark: _Toc393358426][bookmark: _Toc396733278][bookmark: _Toc398718316][bookmark: _Toc399848985][bookmark: _Toc467069713]This is a template Change Request for use with the SOA Comprehensive Contract Conditions - ICT Products and/or Services. 
[bookmark: _Toc396733280][bookmark: _Toc398718318][bookmark: _Toc399848987][bookmark: _Toc467069715][bookmark: _Toc389407977][bookmark: _Toc389662775][bookmark: _Toc392066979][bookmark: _Toc392074709][bookmark: _Toc393358428]Under clause 7.8 of the SOA Comprehensive Contract Conditions, any Changes to the scope of the Deliverables or PIPP (including any change to the type of Deliverables to be supplied under the Contract, or the Requirements applying to such Deliverables) must be documented in a Change Request substantially in the form as this SOA Schedule 11 or such other form reasonably acceptable to the Customer.
If the Supplier wishes to request a Change it must submit a Change Request to the Customer.
If the Customer requests a Change it must provide to the Supplier the details of the requested Change and the Supplier must prepare and submit to the Customer a Change Request.
The yellow highlighted sections need to be completed. 



SOA Schedule 11 template – Issued February 2020 – Version 1.0.0


1. Change Request number
<<insert>>
2. Change Request dates
Date Change Request requested:  <<insert>>
Date Change Request prepared:  <<insert>>
Expiry Date of Change Request:  <<insert>>
Date Change Request intended to take effect:  <<insert>>
3. Proposed implementation date of Change
<<insert>>
4. This SOA Schedule 8 – Change Request applies to:
|_|	SOA Module 1 – Hardware
|_|	SOA Module 2 – Software
|_|	SOA Module 3 – As a Service
|_|	SOA Module 4 – Systems Integration
|_|	SOA Module 5 – Telecommunications Services
|_|	SOA Module 6 – Managed Services
|_|	SOA Module 7 – ICT Professional Services
|_|	Statement of Work Number <<insert>>
5. Summary of Change
<<Insert a summary of the Change including any change to the type of Deliverables to be supplied under the Contract, or the Requirements applying to such Deliverables.>>
6. Change to Requirements or Specifications
<<If Change changes the Requirements or Specifications, insert description of that change.>>


7. Implementation of Change
<<Supplier to insert a summary of how the Change will be implemented, including any plans.>>
8. Price
Supplier’s cost of Change 
<<Insert.  This must be agreed between the parties or: 
· calculated at the rates in the applicable Pricing Schedule; or otherwise 
· calculated at the Supplier’s current commercial rates; or otherwise
· by applying a reasonable price.>>
9. Effect of change on Delivery Dates or project implementation 
Project timetable
<<Insert changes to the Delivery Dates or project timetable.>>
Specify whether a revised PIPP is agreed to show how the Change will be implemented
|_|	Yes <<If yes, attach the revised PIPP to this Change Request.>>
|_|	No
10. The responsibilities of the parties for implementing the Change
Responsibilities of the Supplier
<<Insert the responsibilities of the Supplier.>>
Responsibilities of the Customer
<<Insert the responsibilities of the Customer, if any.>>
11. Other effects of Change
Timing for payment
<<insert>>
Customer Inputs
<<insert>>
Customer assistance
<<insert>>
Acceptance Testing
<<insert>>
Performance of Deliverables
<<insert>>
Documentation
<<insert>>
Training
<<insert>>
LD Obligations
<<insert>>
Due Dates for LD Obligations
<<insert>>

Execution of Change Request
[bookmark: _Toc389408029][bookmark: _Toc389662803][bookmark: _Toc392067044][bookmark: _Toc396733297][bookmark: _Toc398718334][bookmark: _Toc399401038][bookmark: _Toc399849004][bookmark: _Toc466896100]
Execution by Supplier
		
Date ……………………………………..

EXECUTED for and on behalf of:

	
Name of Supplier
by its authorised representative, in the presence of:


	
Signature of witness

	
Name of witness (block letters)

	


)
)
)
)
)
)
)
)
)
)
)
)
)
	




	
Signature of authorised representative
By executing this Change Request the signatory warrants that the signatory is duly authorised to execute this Change Request on behalf of the Supplier 

	
Name of authorised representative (block letters)

	
Position of authorised representative
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Execution by Customer
	
Date 	

EXECUTED for and on behalf of:

	
Name of Customer
by its authorised representative, in the presence of:


	
Signature of witness

	
Name of witness (block letters)

	



)
)
)
)
)
)
)
)
)
)
)
)
	




	
Signature of authorised representative
By executing this Change Request the signatory warrants that the signatory is duly authorised to execute this Change Request on behalf of the Customer 

	
Name of authorised representative (block letters)

	
Position of authorised representative
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