CHANGE REQUEST TEMPLATE 
FOR INFORMATION TECHNOLOGY PROJECTS

(August 2016)
There are two types of templates available for amending Technology Contracts.
· Contract Amendment Template

· Change Request Template

When to use a Contract Amendment Template and a Change Request Template 
Use the Contract Amendment template when making changes to the terms and conditions of the Technology Contract.

Use the Change Request template when making changes to the Contract regarding the work to be performed as described in the Exhibits attached to the Technology Contract, such as Scope of Work and Compensation.  Changes requests document changes to Cost, Scope, Schedule, and Quality (CSSQ).
Use of the Integrated Change Control Process

The “Integrated Change Control Process” contained in the Technology Contract template can be used to manage changes during the life of the project.  A project’s Project Plan includes a detailed plan for integrated change control.  The State’s Project Manager is responsible for ensuring the process is followed.  The State and Contractor should have discussed the Integrated Change Control process during contract negotiation. 

When is a change request most commonly used?

Use a change request if there are changes to Cost, Scope, Schedule, and Quality (CSSQ), such as:  

· Change or correction in anything that was specified in the Scope of Work
· Any change or correction that impacts the schedule or cost
· Change or correction in any deliverable that impacts CSSQ
· Adding additional testing
A change request is normally not necessary in situations, such as:
· Providing the Contractor with more specific instructions 
· Answering the Contractor’s questions 
· Making minor changes that were not specifically stated in the Scope of Work
· Making corrections in documents that were not part of the Contract and Contract attachments, etc.)
Major IT Projects over $500,000

Major IT Projects over $500,000 are subject to N.D.C.C. § 54-59-32 and N.D.C.C. § 54-35-15.2 (Legislative IT Committee).   

· The law requires the Executive Steering Committee (ESC) to monitor the overall status of the project and review project decisions, including consideration of scope changes. Therefore, the Project Manager and Procurement Officer must ensure that all change requests that impact deliverables, cost, and schedules are reported to the ESC.
· Change requests must be reviewed and approved by the Major IT Project procurement collaboration staff (agency, ITD, and OMB in consultation with the attorney general) before submission to the ESC.  
· When the ESC is voting on change requests, keep in mind that any project decision declared by a member of the committee to be a major project decision requires at least four affirmative votes.  
· The law requires Major IT project contracts, including an amendment, revision, or scope change, must be signed by the agency head and CIO or their designees.  The ESC may establish procedures through which the project sponsor may approve a change request.
Change Requests after Project Close Out

Major IT Projects usually result in IT systems that are used for many years.  Occasionally, a Major IT Contract will need to be amended after the IT project has been closed out.  Consult with your agency’s legal counsel and ESC legal counsel for assistance.  The procurement collaboration staff and ESC may need to reconvene to approve the change request. 
For assistance or suggestions related to this template, contact the State Procurement Office at 701-328-1721.
Note: Delete all instructions before printing 

PROJECT: <insert project name>

BACKGROUND INFORMATION FOR CHANGE REQUEST <insert sequential number of change request>
INSTRUCTIONS:  If the project uses the ITD PMO SharePoint, then the change order justification and approval is documented in SharePoint, otherwise use this form.  This page is an information only page for the ESC to make a determination for change request approval or denial. 
Date of Request: <insert date of request>

Explanation:  <insert a description of the change being requested.  Be as specific as possible.  Describe the reason for the change request, such as business need or technical driver>

Risk/Reward of Performing the Change:  <describe potential risks and expected rewards of performing the change>
Risk of Not Performing the Change:  <describe possible risks of not performing the change>
Agency Recommendation:  <insert recommendations by the agency that is bringing the change request forward.  Change requests for Major IT projects must be reviewed by the procurement collaboration staff before submission to the Executive Steering Committee for approval>
Technology Provider Recommendation:  <insert recommendations by the technology provider that is bringing the change request forward>  
Cost: <insert cost of requested change>

From New Funding Source – General Funds:  <use this field if new funding will be needed>

From New Funding Source – Special Funds:  <use this field if new funding will be needed>

From New Funding Source – Federal Funds:  <use this field if new funding will be needed>

From New Funding Source – Other:  <use this field if new funding will be needed>

New Funding Source “Other” Name:  <use this field if new funding will be needed>

Move Funds from This Budget Line:  <use this field if funding will be shifted within existing budget>

Move Funds to This Budget Line:   <use this field if funding will be shifted within existing budget>

Scope Impact:  <describe impact to scope> 
Schedule Impact:  <note not only just how many hours or days are impacted, but also if the added work affects the Critical Path or other milestones or deliverables> 
Quality Impact: <describe> 
Resource Impact:  <describe impact to state and Contractor resources> 
Legal Issues:  <describe any legal issues raised by the change request, if any> 
Owner:  <insert person requesting change> 
Status:  <insert Submitted, Under Review, Rejected, Approved>
PROJECT: <insert project name>

CONTRACT CHANGE REQUEST 
This approved change request amends the Contract between the State of North Dakota, acting through its <Insert name of Agency> (STATE) and <Insert Contractor’s legal name> (CONTRACTOR).

Contract Change Request #:  <X>
SharePoint Change Request #: <if applicable; insert sequential number of change request from SharePoint>
Description of Approved Change:  <insert a description of the change being requested.  Be as specific as possible.>
Impacts (Cost, Scope, Schedule, Quality): <insert an itemization of impacts to Cost, Scope, Schedule, Quality.  Cite the specific section of the document being changed>
This change request is not effective until fully executed by all parties.
	CONTRACTOR
	STATE OF NORTH DAKOTA

	Insert Contractor
	Acting through its Insert Agency

	BY:
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	Date:
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	STATE OF NORTH DAKOTA 

	Acting through its Information Technology Department

	BY:

	Printed Name:

	Title:

	Date:


Page 1 of 10
Page 4 of 4

