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Authorized User

Project Name or Service
Vector Requirement ID #: xxx
SOR/SOW # xxxx-yymmdd-0x-CAI
Change Request (CR)

Vector Requirement ID # - xxxx
One line title/description of change
CR Version x.x
mm/dd/yy
CHANGE REQUEST (CR) INSTRUCTIONS (delete this instruction page when CR is completed):
· Instructions for completing the CR are highlighted in blue text.  Replace the blue text with the requested information then remove the highlighting.  Contractual language is not highlighted and should remain in the document unchanged.  

· Because the milestones entered in Vector are associated with the purchase order and with the SOW milestone payment schedule that is part of the contract between CAI and the Authorized User and also part of the contract between CAI and the vendor, a change to the deliverables, schedule and/or pricing of the milestone must follow process to ensure that the invoicing and payments are correct.  
· If a required change impacts the milestones, the updated Milestone table in the Milestone Impact section of the CR will replace the original Milestone table in Vector to ensure proper invoicing.  After engagement, all changes to milestones in Vector must be made by CAI. 
· A Change Request:

· is required to document any change to a milestone’s deliverables, schedule and/or pricing.   
· along with the associated SOR/SOW and any previous CRs, is a legally binding document that becomes part of the contract.

· can document an increase OR decrease in price (e.g., the Authorized User eliminates a priced training course, so a “negative CR” is created to document the decreased contract price).  
· can also be a “no-cost CR” when the need arises to document a change to the SOW that does not affect cost (e.g., document a new additional Service Level Agreement).
· Once the CR is completed and the Vendor and Authorized User are in agreement, the following steps are taken to finalize the CR: (See the SOW Process for a detailed description of the Exception: Change Request process).
· Vendor uploads the CR into Vector 
· The CAI Account Manager works with the Vendor to ensure the CR is complete and ready to be presented to the Authorized User for execution.  

· CAI, as the Supplier, executes the CR with the Authorized User.

· The CAI Account Manager sends the Vendor the final CR and a cover letter for signature, which serves as the agreement between subcontractor and CAI.

· When both CRs are executed, the Authorized User follows established procedures to modify the Purchase Order (PO).  A Change Order is generated.
· CAI uses the Change Order to make the appropriate changes to the milestones in Vector.
.
Note: In this document, CAI is the Supplier, Authorized User refers to the Agency or Organization, and the vendor is the Subcontractor.
STATEMENT OF WORK (SOW) CHANGE REQUEST

	CHANGE REQUEST IDENTIFIERS

	SOR/SOW #: xxxx-yymmdd-0x-CAI
VECTOR REQ ID #:  xxx
CHANGE REQUEST #:  Req ID#-xxxx
CAI CONTRACT #: VA-210625-CAI


	Date of Submission:
mm/dd/yy


	Originator of Change Request:

Name:  Originator Name
Phone #:  Originator’s Phone #
E-mail Address:  Originator’s e-mail address



	PURPOSE OF CHANGE REQUEST

	The purpose of this CR is to modify the referenced SOW under Contract Number VA-130620-CAI between the Commonwealth of Virginia and Computer Aid, Inc.  Add a brief one or two sentence description of the change being requested.




	REQUESTED CHANGE

	Describe in detail the change being requested.  Include, as appropriate,:

· any background information that will help the reader understand the change 
· the increase or decrease in scope, if any  
· the charges associated with making this change (increase, decrease, no change)
· new tasks, activities, milestones and/or deliverables that may be required to implement the change 
· additional resources required, if needed 
· any change to the period of performance, if any  
· any dependencies that could affect the successful implementation of the change   
 The total solution price shall not exceed $US xxx.xx.



	JUSTIFICATION FOR CHANGE

	Describe why this change is required and the impact of not implementing this change.


	MILESTONE IMPACT

	Does this change impact the original Milestone Payment Schedule in Vector?

 FORMCHECKBOX 
 Yes           FORMCHECKBOX 
 No     (Check one box)
If Yes, complete the following:

The following table identifies the deliverable, schedule and/or pricing changes to the SOW milestones and associated payment schedule, any holdback amounts and net payments as a result of the requested change.  This revised payment schedule will replace the original payment schedule for the remaining Milestones/Deliverables documented In Vector.
Milestone Event
Deliverable
Schedule
Payment
Holdback
Net Payment



	EVALUATION

	Priority of Change:
	  FORMCHECKBOX 
 High       FORMCHECKBOX 
 Medium           FORMCHECKBOX 
  Low

	Cost Impact:


	$ xxx.xx or $0.0 if no-cost CR

	Schedule Impact:
	Schedule change or ‘None’


	IMPLEMENTATION AND APPROVALS

	Decision:
	 FORMCHECKBOX 
 Accept           FORMCHECKBOX 
 Reject           FORMCHECKBOX 
 Revise       (Check one box)


	Supplier and Authorized User agree that the complete agreement between us for these Services consists of 1) this Change Request, 2) any previously approved Change Requests, 3) the Statement of Work and the agreements that the SOW is governed by.

This CR offer is valid until Month xx, 201x.
SUPPLIER

AUTHORIZED USER

By: __________________________________
By: ________________________________
(Signature)
(Signature)
Name: ________________________________
Name: ______________________________
(Print)
(Print)
Title: ________________________________
Title: ______________________________
Date: ________________________________
Date: ______________________________
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Page 2

[image: image1.jpg]