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1 
OBJECTIVE

To ensure that all required changes are documented, approved and all costs identified for the total project.

2 SCOPE

Raise change note (CN) and get it approved.

3 REFERENCES

3.1 INPUTS

· Master Document Register

· AATS Scope Definition PSP211

· Site Instruction Procedure PPP511

· AATS Budget and Scope

· Decision Log Procedure PIP222

3.2 OUTPUTS

· AATS Budget Deviation and Scope Change PCP421

· Contract Variation Instruction ATDP_SI_000022
· Change Note PGF033

4 ABBREVIATIONS AND DEFINITIONS

4.1 Frozen Status

An agreed stage where changes to a document will cause knock-on effects to other documents beyond the Project scope.

4.2 Approved Document

Any Document which has been approved by ATD and where required, the Client.

4.3 CN – Change Note

Notification to the project that a change to an approved requirement is needed and authorisation is required.

	CC
	:
	Change Note Close-out Checklist

	PCA
	:
	Project Contract Administrator

	PCC
	:
	Project Cost Controller

	PDC
	:
	Project Document Centre

	SDE
	:
	Senior Discipline Engineer

	CVI
	:
	Contract Variation Instruction

	BCA
	:
	Budget Change Authorisation

	SCA
	:
	Scope Change Authorisation

	PSC
	:
	Project Services Co-Ordinator


5 ACTIVITY FLOW CHART
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WHEN TO RAISE A CN

5.1 A CN must be raised in order to control and authorise changes to scope, schedule, cost, quality, risk and contracts.

At regular review meetings with the client, AATS Projects personnel involved will table their documents, which they consider should be flagged as frozen status. When agreement is reached regarding this status the Document Controller shall flag the frozen status documents on the Master Document Register.

5.2 The relevant responsible person shall ensure that a CN is raised for all changes on Frozen Status or Issued for Construction documents.

NOTE:
Most often a Change Note is preceded by the raising of a Decision Note which is described in Procedure PIP222. A Change Note raised without a corresponding Decision Note should be queried as to its originating decision.

5.3 Contracts that have approved estimated final costs (EFC) do not require a CN for the implementation of the work covered by those EFC’s, but only require an Amendment to Contract and an Amended Cost Sheet.

6 MANHOUR CONTROL

6.1 The Project Services Co-ordinator (PSC) shall attach a copy of the CN to the Change Worksheet (Form PGF113) and then co-ordinate the input from the affected disciplines.

6.2 Any discipline receiving a Change Worksheet will add their expected/actual additional manhours or state “NIL” on page 2 of 3. Each discipline shall use the Checksheet on page 3 and sign page 1 and then forward to the next stated discipline.

NOTE:
If specific signatures are not required for a specific CN, the relevant signature boxes shall be struck through and initialled.

7 CHANGE PACKAGE

7.1 Refer to activity flow chart 5.0*, the PSC at this stage of the CN’s progress can determine whether a CVI, BCA and/or SCA 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.

8 APPROVAL FOR ADDITIONAL MANHOURS

The PCC will confirm additional manhours approval and identify the relevant cost code.

9 CHANGE TRACEABILITY

9.1 It is critical that the CN Form and CN Register maintain traceability. The PCC shall ensure that if a Site Instruction or Contract Variation Instruction has been raised for the same change as stated on the CN, he shall add the SI/CVI number to both the CN and the CN Register.

9.2 If the CN is cancelled for any reason, the information shall not be removed from the CN register and the CN number must not be re-used. The cancelled original CN shall be sent to PDC to file in the master contract file.

10 CHANGE LOG

10.1 Each Discipline shall keep a change log.

APPENDIX A : RELATED DOCUMENTS

	FORM PCP421
	:
	AATS Budget Deviation and Scope Change

	FORM PGF033
	:
	Change Note

	FORM PGF034 
	:
	Change Close-Out Checklist

	ATDP_PM_000099
	:
	Authority Matrix

	FORM PGF113
	:
	Change Worksheet

	FORM PGF114
	:
	Cost Estimate For CN

	FORM PGF299
	:
	Change Note Register

	PPP511
	:
	Site Instruction Procedure

	ATDP_SI_000022
	:
	Contract Variation Instruction

	PSP211
	:
	AATS Scope Definition


APPENDIX B : RECORD OF AMENDENTS

	Issue 0
	:
	New Document


RAISE AND SIGN


CN AS THE


ORIGINATOR








ALLOCATE A CN NUMBER, REGISTER (Form PGF299) AND NOTIFY THE ORIGINATOR OF THE CN NUMBER IN WRITING





PROJECT SERVICES 


CO-ORDINATOR (PSC)





FORWARD AND CO-ORDINATE CHANGE WORKSHEET(FORM PGF113). OBTAIN REQUIRED AATS AND CLIENT SIGNATURES ON CN. IF A CONTRACTOR IS AFFECTED, OBTAIN QUOTATION VIA PCA.





SCHEDULER





REVIEW, STATE SCHEDULE IMPLICATIONS AND SIGN





PCC








REVIEW AND SIGN.


COMPLETE THE ESTIMATED ADDITIONAL MANHOURS (FORM PGF114). ATTACH TO CN. IF THERE ARE ANY COST IMPLICATIONS REFER TO PROCEDURE FOR BCA/SCA PCP421 AND CVI � HYPERLINK "ATDP_SI_000022.doc" ��ATDP_SI_000022�





* REFER TO Clause 8.1 in this procedure





PCC





AATS PROJECT


MANAGER





REVIEW-


IF IN AGREEMENT SIGN.





UPDATE CN REGISTER, TRANSMIT TO CLIENT VIA PDC





PDC





UPDATE MASTER DOCUMENT REGISTER, TRANSMIT CN TO CLIENT, FOLLOW UP ON LATE RETURNS





CLIENT





CLIENT REVIEW: IF IN AGREEMENT SIGN AS PER PROJECT AUTHORITY MATRIX FORM � HYPERLINK "ATDP_PM_000099.doc" ��ATDP_PM_000099� AND IF NOT IN AGREEMENT STATE REASON AND RETURN TO PDC





SENIOR DISCIPLINE ENGINEER (SDE)





PDC





ISSUE COPIES AND FILE ALL ORIGINAL DOCUMENTATION





ENSURE THAT AFFECTED DOCUMENTATION IS REVISED AND ISSUED (REFER TO PGF034 CHANGE CLOSE-OUT CHECK-LIST). FORWARD COMPLETED ORIGINAL TO PDC TO FILE.





PROJECT CONTRACT ADMINISTRATOR (PCA) AND PCC





PCC TO REGISTER AND GROUP CN’S TOGETHER (ACTION CLAUSE 8.1) PCA TO ACTION





PROJECT DOCUMENT


CENTRE (PDC)








REGISTER





INITIATION





CONSTRUCTION


MANAGER





CLIENT





AATS





CONTRACTORS
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