


1 CHANGE REQUEST DETAIL                                            VERSION 5.0                                                                                              
	CHANGE SUMMARY

	Project Name:
	

	Programme Name (if applicable):
	

	Directorate (if WMCA internal):
	

	Organisation (if WMCA external):
	

	WMCA Project Code:
	

	Funding Stream/s: 
	

	This Change Request is seeking the following change to funding: 
	State if this is additional funding, reduction in funding or a reallocation. 


	This Change Request is seeking a time extension of:
	State amount in months (include date range, from and to)

	This Change Request is seeking the following change to the scope:
	Provide brief overview of scope change (impact on outputs, outcomes and benefits)


	Change Prepared by:
	Name and Job Title



	VERSION CONTROL

	Version
	Date
	Author

	V0.1
	
	

	
	
	




	APPENDICES REQUIRED

	Document
	Attached

	Original approved Business Case
	Choose an item.
	Change Log / Register -  template can be found here: Change Requests 
	Choose an item.
	Original AND revised Project/Programme Schedule (if there is a time impact)
	Choose an item.
	Revised stakeholder Communication and Engagement Strategy (if applicable)
	Choose an item.
	Revised stakeholder Impact/Influence matrix (if applicable)

	Choose an item.
	Revised Benefits Realisation plan as an appendix (only at FBC or BJC stage)
	Choose an item.
	Revised Monitoring & Evaluation plan as an appendix (only at OBC, FBC OR BJC stage)

	Choose an item.
	Risk Register / RAID 
	Choose an item.
	Issue Log
	Choose an item.
	Revised Procurement Strategy (if applicable)
	Choose an item.



	STAKEHOLDER INVOLVEMENT 
Please provide the names and level of input of the stakeholders listed below  


	Mandatory
	Role
	Name
	Input
	Date

	
	Senior Responsible Owner (SRO):
	
	Choose an item.	

	
	WMCA Executive Director:
	
	Choose an item.	

	
	Finance Lead:
(if WMCA internal complete Section 4)
	

	Choose an item.	

	
	Legal Representative:
(if WMCA internal complete Section 4)
	
	Choose an item.	

	
	WMCA Monitoring & Evaluation Team 
	
	Choose an item.	

	Optional
	Procurement Lead
	
	Choose an item.	

	
	WMCA Transport Planning 
(if there are transport implications)
	
	Choose an item.	

	
	WMCA Active Travel Team  
(for Active Travel Schemes)
	
	Choose an item.	

	
	WMCA Human Resources (if there are internal resource implications)
	
	Choose an item.	




2 Baseline Assessment, Change Request Description and Rationale

2a Which Business Case Stage is this Change against? (select one option IN THE DROP-DOWN LIST) 
Choose an item.
2b root cause
A change request root cause is the fundamental reason why a project, programme, or product requires a change to its original scope, cost or schedule. 
Root cause definitions can be found within the WMCA Risk Management Framework.
Determine the root cause of this change request below:
Choose an item.

2c change description and rationale (approx. 500 words)

· Provide an executive summary of the original approved business case and explain which elements of the baseline this change requests impacts. 
· What is the opportunity being delivered resulting from this change request?
· Please include (where possible) evidence based and numerical information to show why the change is required.
· What will be the consequences if this change is not approved?
· Are there any possible collateral effects (positive or negative) as a result of this change?
· State current progress against the approved business case and an update on any conditions applied at the point of business case approval








3 impact assessment

3A COST IMPACT (£)
Detail the following elements to outline any impacts upon cost:
· Detail any discussions held with WMCA Finance Business Partners
· List of cost assumptions relative to the change
· Revised NPV (net present value) of project
· VFM (value for money) assessment
If this section is not applicable, please state why?
Complete the table below to show the revised financial profile and eligible expenditure (add lines and change the fiscal years below as required):

	Table 1

	Expenditure Stream
	Revenue/
Capital
	Expenditure Eligible for WMCA Funding
	2026/27
	2027/28
	2028/29
	Internal / External Cost
	Variance from Baseline
 (+ / - / 0 )

	Example: 
Legal Fees
	Revenue
	Choose an item.	£12,493
	£14,672
	£0
	Internal
	+ £2000

	
	
	
	
	
	
	
	

	Total
	
	
	
	
	
	
	



3b time impact
Detail the following elements to outline any impacts upon time:
· Variance to original approved schedule
· Revised list of milestones impacted
· Planning assumptions
If this section is not applicable, please state why?
Complete the table below to highlight how key milestones have been impacted and add any new milestones as a result of this change (add lines as required):
	Table 2

	Milestone
	Baseline Date
	Revised Date
	Variance from Baseline
 (+ / - / 0 )

	Example: 
Construction Start
	01/04/2026
	01/09/2026
	+ 5 months

	
	
	
	



3c scope impact – outputs and outcomes
Outputs are what you produce or deliver, they are tangible things created.
Outcomes are the change or benefit that happens because of the output, they are the results, improvements, or impacts.
Detail the following elements to outline any impacts upon scope:
· Scope variance from original approved submission
· Quality impacts and mitigations
· Resource implications
If this section is not applicable, please state why?
Complete the tables below to highlight how outputs and outcomes have been impacted (add lines as required): 
	Table 3

	Previously Approved Outputs
	Change to Outputs (+/-)
	Planned Delivery and Measurement

	Example: 1.5km of cycleway
	· 0.5km of cycleway
	GIS

	
	
	



	Table 4

	Previously Approved Outcomes
	Change to Outcomes
 (+/-)
	Planned Delivery and Measurement

	Example: User Satisfaction score above 80%
	+ 30%
	User survey

	
	
	







3d dependencies and constraints impact
A dependency is something that must happen before something else can start or finish.
A constraint is the limits you must work within; it is a restriction or boundary that affects how you deliver the work.
Detail the following elements to outline any impacts upon dependencies or constraints:
· List any new dependencies and/or constraints created as a result of this change 
· Identify dependencies and/or constraints that may have now been closed as a result of the change
· Identify dependencies and/or constraints that now have a lower probability and impact as a result of this change
If this section is not applicable, please state why?
3e stakeholder impacts and strategy change impacts 
Detail the following:
· Are there any new stakeholders as a result of this change?
· Is there any additional support that is needed to manage stakeholders?
If this section is not applicable, please state why?
Complete the table below to highlight how stakeholders have been impacted (add lines as required): 
	Table 5

	Stakeholder Group
	Impact Description
	Impact Level
(High / Medium / Low)
	Mitigation / Support
	Engagement 

	Example: General Public
	Travel Disruption along A142
	High
	Communication
	Consultation

	
	
	
	
	



3F strategy and policy impacts 
Detail the following elements to outline any impacts strategy or policy (this may be Local, Regional or National):
· Detail if the approval of this change will impact the projects contribution towards WMCA’s Strategic Objectives, Inclusive Growth and/or related policy such as #WM2041?
If this section is not applicable, please state why?

3G benefit impacts
A benefit is the measurable improvement that happens because the initiative has been delivered.
Detail the following elements to outline any impacts to benefits:
· List any new benefits being achieved as a result of the change request
· List any benefits that are now not being delivered as a result of the change request
If this section is not applicable, please state why?
3H risk and issue impact 
A risk is something that might happen, it’s a possible future problem that hasn’t happened yet but if it should occur it could influence the achievement of objectives.
An issue is something that has already happened and is affecting the project right now, it needs action or resolution.
Detail the following elements to outline any impacts upon project risk:
· New risks relevant to the change being requested (including mitigating actions)
· Any mitigated or minimised risks as a result of this change being approved
· New issues relevant to the change being requested (including management actions)
· Previous issues which have been or will be resolved as a result of the change
If this section is not applicable, please state why?
3I PROCUREMENT IMPACT
Detail the following elements to outline any impacts upon procurement:
· List the impacts to the procurement process
· Market testing relevant to the change request
If this section is not applicable, please state why?













4 WMCA stakeholder involvement 
Use sections below to Note, if you are WMCA external, these comments will be gathered by the WMCA upon submission.
4a Mandatory

	FINANCE

	Name:

	Date:

	Observations and Finance Statement: 






	LEGAL

	Name:

	Date:

	Observations and Finance Statement: 






4B OPTIONAL 

Choose Stakeholder from drop-down list below, copy box as required.
	Choose an item.

	Name:

	Date:

	Observations and Finance Statement: 






5 APPRAISAL recommendation & commentary

	CHANGE REFERENCE NUMBER: CR



	Appraisal Recommendation

	
Based on an assessment of this Change Request form, the independent appraisal recommendation is XXXXX (approve/approve with conditions/defer/reject). 
<IF REQUIRED> The above recommendation is based on the following conditions being met:
· 

The rationale for this is <INSERT TEXT>.


The decision maker/s should consider the appraisal recommendation; any risks raised in the appraisal assessment and decide which of the above conditions of the decision should be included. 


	Appraisal Commentary

	
Change Summary
· Provide high level summary to explain reason for change

Historical Change Requests and Business Case Approvals

	Change/ Business Case
	Description
	Decision
	Decision Maker
	Decision Date
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APPRAISAL / STAKEHOLDER QUERIES RAISED 
	Table 6

	Section Ref
	Comment
	Project Response
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