
GIRTON PARISH COUNCIL 
CHANGE CONTROL / VARIATION FORM (Accessible Version – 2026) 

(For any approved project where scope, cost, timeline, risk, or deliverables change.) 
(Matches the governance system described in your uploaded “Process Overall Suggested” 
document.)   
 
HEADER INFORMATION 
Project Title: 
Agenda Item (if applicable): 
Committee / Forum: 
Lead Officer: 
Sponsor (Chair / Portfolio Lead): 
Original Approval Date: 
Change Request Number: 
Current Gateway Stage (G1–G5): 
Date of Change Request: 
 
1. Description of the Change 
Provide a clear, concise summary. 
Examples: 

• change in scope 
• cost variation 
• revised design/specification 
• timeline extension 
• new location, partner or dependency 
• quality or materials change 

 
2. Reason for the Change 
Explain why the change is needed now: 

• new information 
• safety requirement 
• operational need 
• partner request 
• dependency shift 
• funding constraint 
• compliance issue 

(This mirrors the “Problem / Need” logic in your Business Case Template.) 
 
  



3. Impact Assessment 
Use the table below (copy/paste ready): 
Impact Assessment Table 

Dimension Impact 

Cost +£ / −£ / No change (brief explanation) 

Timeline Revised dates; effect on milestones 

Quality / Scope What is now different? 

Risk New risks? Higher/lower scoring? 

Resources Officer time, contractor capacity, volunteer impact 

Dependencies Changes affecting other projects, partners or sequencing 

(This table structure mirrors the governance change-control section in your uploaded process 
documents.)  
 
4. Options Considered 
(Consistent with Business Case template.) 
Option A — Approve Change 
Benefits: 
Risks: 
Option B — Reject Change 
Benefits: 
Risks: 
Option C — Modify Change 
Benefits: 
Risks: 
 
5. Updated Risk Position 
Summarise: 

• new or increased risks 
• reduced risks 
• whether a full Corporate Risk Assessment is required 
• whether any risk becomes High or Very High (must be added to Corporate Risk Register) 

Reminder: 
If the change triggers a High residual risk, this must be escalated within 5 working days, per your 
governance framework.  
 
6. Updated Community-Friendly Timeline (if applicable) 
Provide a simple, plain-English update. 
Examples: 

• “Installation now expected late April due to supplier delay.” 
• “Public consultation moved to June to coordinate with partner availability.” 
• “Completion now forecast by end of summer term.” 

(Aligns with your engagement principles.) 
 
  



7. Recommendation 
A single, clear recommendation from the Lead Officer / Sponsor: 
Recommendation: Approve / Reject / Modify the change. 
Reason: [One or two sentences] 
 
8. Approvals & Sign-Off 
Lead Officer (name / date): 
Sponsor (Chair / Portfolio Lead): 
Clerk/RFO (if financial): 
Committee / Full Council Decision: 
☐ Approved ☐ Not Approved ☐ Deferred 
Date: 
 

 


