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OBJECTIVE

To ensure that changes to the ATD scope, which have financial implications, are formally registered, Project approval is obtained and ATD budget forecast and schedule is amended accordingly.

NB:
No out of scope work is to proceed without the client’s signature on ATDP_CE_24
1 SCOPE

Complete a Budget Change Authorisation Form (BCA) to:

· Move allocated funds from one account to another to achieve ATD Scope and remain within ATD Budget.

· Change ATD Budget Forecast to achieve ATD Scope.

· Change ATD Budget Forecast in order to achieve client requested design change, which does not constitute a scope change.

(Note: For Multiple Allocation changes sheet 2 of Form ATDP_CE_24 is to be used).

Complete a Scope Change Authorisation Form (SCA) to change ATD Budget Forecast in order to achieve Client Requested work outside of ATD agreed Scope.

2 REFERENCES

2.1 Inputs:

· Site Instructions, Procedure ATDP_SI_9
· Change Control, Procedure ATDP_CE_221.
· Limits of Authority, Procedure ATDP_PM_8
· Scope Changes, Client Documented

2.2 Outputs:

· Budget /Scope Change Authorisation

3 DEFINITIONS

	[image: image1.png]CN
	:
	Change Note (ATDP_CE_221 / ATDP_CE_7)

	BCA
	:
	Budget Change Authorisation.

	SCA
	:
	Scope Change Authorisation.

	PCC
	:
	ATD Project Cost Controller.

	SDE
	:
	Senior Discipline Engineer

	PS
	:
	ATD Project Scheduler

	PDC
	:
	Project Document Centre 

	CVI
	:
	Contract Variation Instruction (ATDP_SI_22)

	PSC
	:
	ATD Project Services Co-ordinator


4 BCA / SCA NUMBERING AND REGISTERS

The BCA and SCA numbers shall be compiled as follows:-

X/Y/Z

X
=
"BCA" or "SCA"

Y
=
Project Area Number

Z
=
Sequential Number (by Area)

BCA and SCA shall be logged on the register provided on Form PGF 58 attached.

5 CHANGE PACKAGE

After the Senior Discipline Engineer (SDE) has consulted with the ATD Project Cost Controller (PCC), the PCC shall determine whether a Change Note (CN) and/or Contract Variation Instruction (CVI) is also required. It is not intended that these forms are actioned separately.

The PCC shall group the required forms together in one package for approval.

6 ACTIVITY FLOW CHARTS

6.1 Budget Change Authorisation (Bca) Flow Chart

This flow chart covers the requirements as per item 2.1 of this procedure

	SENIOR DISCIPLINE

ENGINEER (SDE)
	
	· SDE Raise and Prepare BCA. (AATDP_CE_24

(REFER TO CLAUSE 6.0).


	
	
	

	ATD PROJECT

COST CONTROLLER (PCC)
	
	· PCC Register, estimate and sign BCA

· PCC Obtain all other required ATD and Client signatures.

(Send original BCA to Client under cover of a 
transmittal stating required return date.)

	

	ATD PROJECT

SCHEDULER (PS)
	
	· PS Review, state effect on Schedule and sign

	

	ATD PROJECT SERVICES CO-ORDINATOR (PSC)
	
	· PSC review and if in agreement sign the BCA

	

	ATD

PROJECT MANAGER
	
	· ATD Project Manager review and if in agreement sign BCA

	
	
	

	CLIENT
	
	· Client Representatives review and if in agreement sign BCA and arrange contract amendment if required

	
	
	

	PCC
	
	· PCC register and issue copies to the personnel shown on the bottom of the BCA.

· If approved, PCC to amend the ATD Budget forecast and issue to the Project.

· If rejected, PCC to action follow up requirements

	
	
	

	PROJECT DOCUMENT CENTRE (PDC)
	
	· Storage of original BCA in PDC (rejected or approved)

	
	
	


Scope Change Authorisation (Sca) Flow Chart
This flow chart covers the requirements as per item 2.2 of this procedure.
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SENIOR DISCIPLINE ENGINEER (SDE)





ATD PROJECT COST


CONTROLLER (PCC)





ATD PROJECT SCHEDULER (PS)














ATD PROJECT SERVICES


CO-ORDINATOR (PSC)





PCC register, estimate and sign SCA


PCC obtain all other required ATD and Client signatures.


(Send original SCA to Client under cover of a transmittal stating required return date.)





PS review, state effect on schedule and sign








SDE raise and prepare SCA. (REFER TO ITEM 6.0)





PSC reviews and if in agreement sign the SCA





ATD PROJECT MANAGER





ATD Project Manager review and if in agreement sign SCA








CLIENT





The BOARD





EXCO





The CHIEF EXECUTIVE





Client Representative review and if in agreement sign SCA











CLIENT CONTRACT


ADMINISTRATOR





Client Contract Administrator formulates contract amendment and issue to ATD








PCC





PCC Register and Issue copies to the personnel shown on the bottom of the SCA.


If approved, PCC to amend the ATD budget forecast and issue to the Project.


If rejected, PCC to action follow up requirements.





PROJECT DOCUMENT


CENTRE (PDC)





Storage of original SCA in PDC (rejected or approved)
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