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ESTATE PROGRAM VARIATION REQUEST FORM

EXPLANATORY NOTES

Introduction

The aim of the ‘Estate Program Variation Request’ form is to gather as much information to ensure that well informed decisions are made promptly about projects and actions endorsed.  Project managers must be able to verify all decisions made about a project and use of the form provides an auditable record of decisions and supporting information.  Please refer to these notes when completing the form, particularly the paragraph on GST.
Completing the Form

The form contains a number of boxes with space for entering both an ‘X’ and text where required to explain the reasons for the request.  Providing as much information as possible will ensure timely and smooth processing of the form.

Variation Type.  Indicate by placing an ‘X’ against the heading that best describes the variation type.  Add detailed comment in the ‘Cause’ column to support the variation type.
Project Identifying Detail.  The information requested in this box identifies the project, region and its current state.  Additional information can be presented in an attached Word document, a table or Excel spreadsheet.
Indicate Reason for the Change.  Indicate by placing an ‘X’ in the box against the heading that best describes the variation and reason for the change.  Indicate all major reasons attributed to this change request and then provide a succinct description of the reason(s).  The following definitions are applied to assist in completing the section:
Latent Condition – An existing condition that was not active, developed or visible prior to work commencing.
Unplanned Event – An event that may be the result of a natural forces (force majeure), accident, or poor/inadequate maintenance.
Brief Description of Reason(s).  Provide sufficient narrative that explains the major reason(s) for the change, and any other relevant detail, in chronological order.

Justification.  Use the headings within the box to provide a concise and succinct description of the issues and considerations associated with this request.  Additional material provided in an attachment should show how any previous changes and the proposed change affects the project, particularly if it is spread over multiple years.  The sponsor’s position must be documented and be in a verifiable form, eg., a letter, formal document, minutes of a meeting or email where the sponsor’s support/endorsement is recorded accurately.  Any impact on NPOC is to be calculated and details provided as an attachment.  If the variation involves an insurance claim, provide complete details that explain the circumstances of the claimable event.
Funding.  The funding box seeks to identify where the funding is likely to come from so complete the area(s) that describe the source of funding.  If the project is to be cancelled or the value reduced, identify where the released funding will be used.  For slipping or cancelling approved projects, use an attachment to clearly explain the affected project(s) position(s).  If an additional allocation from the national program is sought then provide explanatory detail in the ‘Capital, Operating or Cost Element’ area.  If funding is from an external source (ie., for devolved works), provide verifiable details and evidence of the sponsor’s agreement to provide funding.  The impact of not providing funding is to be provided in a ‘Hurt’ statement, supported by verifiable data and evidence, not opinion.

GST.  Please note that for the purposes of funding projects, the figures quoted are to be exclusive of GST.  All areas of the form requesting dollar values should therefore quote a GST exclusive figure.  If figures are being obtained from DEMS, please note that GST is included on dollar values in DEMS.  Therefore ensure that the figures obtained from DEMS are adjusted to remove the GST component before including them on the form.

Effect on Other Projects (Slipping or Cancelling Approved Project(s)).  When proposing funding via one or more projects, identify which one(s) in the space below or include an attachment to this request.  Include the following detail for each project affected by this proposal.  Note: Repeat the process for each project if more than one is affected.
Endorsement and Approvals

The endorsement and approval process is self explanatory and should be supported by any additional documentation or evidence as required to ensure that the request is processed in a timely and efficient manner.  If Garrison and Estate Financial Management review is required, ensure NPOC detail is provided.
Optional Attachments
Attachments should be used to provide additional information to explain or verify the variation request.  There is no standard format for presenting data but if a logical and accepted or commonly used format is available then make use of it.  Avoid overly complicated or unfamiliar methods to present the data or information.  Use of Word documents (including correspondence or accepted minutes of meetings), tables, Excel spreadsheets is encouraged.

