About this form (Cover page updated 12 June 2023)
This form (Variations Request) is completed when a project is making a Price Level/Cost or Scope adjustment. This form should be used for any variation that is intended to go through the VOS process.
	Who uses this form?
	Any project (both Waka Kotahi or Approved Organisation) funded by the NLTF and submitting a request for approval of a variation to a project.



HOW TO GET HELP:
If you have a requirement to go to the VOS committee during this period of transition (April – July)  and you require any assistance please contact VOSsupport@nzta.govt.nz.
Guidance to help you use this form is available here. Further material, including exemplars will be added to the VOS Committee OnRamp page in June.

	Before submitting this form, engage the teams below to complete the next phase readiness assurance.

	Team
	Waka Kotahi
	Approved Organisations

	Investment quality assurance
	businesscaseprocess@nzta.govt.nz 
	LGP team

	Activity class assessment
	Activity Class Manager (ACM)
	Activity Class Manager (ACM)

	
	Click here if you need to see who the ACM is for the Activity Class

	Funding availability
	Manager Treasury & Cashflow
	Manager Treasury & Cashflow

	Portfolio check assessment
	tsportfolioandperformance@nzta.govt.nz
	n/a

	Key dates
	Submissions must be received two Mondays prior to meeting date. (Note this is 9 days before the committee meeting).
2023 meeting dates and final dates for submission are outlined in this calendar. 



	BEFORE SUBMITTING YOUR FORM, PLEASE ENSURE YOU HAVE COMPLETED THE FOLLOWING (Incomplete forms will create a delay and will be returned to you). 

	☐
	The information on this form matches the information in TIO 

	☐
	The Sponsor has signed off (and added signature)

	☐
	Portfolio Assessment team have been engaged 

	☐
	IQA is complete

	☐
	Corporate & Commercial have completed their assurance activities



	
	Waka Kotahi
	Approved Organisations

	When complete send the form to:
	vossupport@nzta.govt.nz  
	vossupport@nzta.govt.nz  




[bookmark: _Toc514059669][image: ]Variation: Price level/cost/
scope adjustment
(25 May 2023 version)

application form

	[bookmark: _Hlk45634542]Project/Activity Name
	Name MUST be the same in TIO/SAP
	Date
	Click here to enter a date.

	Provide annual cash flow forecast for the funding being requested.

		Year
	Total ($m)
	NLTF share ($m)

	2020/21
	
	

	2021/22
	
	

	2022/23
	
	

	2023/24
	
	

	…
	
	

	Total
	
	




	Project Summary reflecting scope change
	

	Recommendation
	That the National Manager, Programme and Standards, Transport Services:

Endorse the Choose an item.  and recommend that the Chief Financial Officer approve funding to [either Waka Kotahi NZ Transport Agency or AO/Council] for  [insert project investment name] for an increase of [$xx] at a funding assistance rate of [insert %] ($xx out of the NLTF) for [insert activity or phase] from [insert activity class & work category] thereby increasing the approved total cost from $[xx] to $[xx].
[OR if cost reduction] the reduction of funding to [AO Name / Waka Kotahi NZ Transport Agency] by $XXX at a funding assistance rate of X% ($YY out of the NLTF) for [development of a detailed business case / pre-implementation works / implementation of the project/programme/ service] thereby decreasing the approved total cost from $A to $B. 
[Adjust the wording if implementation costs remain unchanged by the cost scope adjustment.]
Guidance: use above request format. Include additional requests as required. 

	Reason for Recommendation (please respond to the following 3 questions)

	(1) What is the key benefit in approving this funding request?
	

	(2) BCR
	Current BCR:
	
	Revised BCR:
	

	(3) Does this meet the requirements of section 20 of the Land Transport Management Act 2003?
	Choose an item.
	(4) This decision has involved consideration of how any identified greenhouse gas emissions impacts of the activity proposed for investment Choose an item. the GPS climate change strategic priority (including impacts on relevant transport emission reduction targets and consistency with the ERP) and how the proposal is consistent with the GPS as a whole.

OR

The decision is neutral in relation to the climate change strategic priority set out in  the GPS (including impacts on relevant transport emission reduction targets and consistency with the ERP) and the proposal is consistent with the GPS as a whole.
**Delete options that do not apply**

	Submitter Name

	
	Submitter Contact No.
	

	Project Manager
	
	Project Sponsor
	


	Business
Owner
	Non-NLTP only
	Approved Organisation
	


	Decision sought
	Choose an item.
	Current phase
	If applicable
	References (current phase)
	Business Plan: 

	[insert here]

	Variation Type
	Choose an item.
	
	TIO project ID: 

	[insert here]

	
	
	
	SAP Reference
	[insert here]

	Funding sought 
(including admin cost of _%*)





*Please check SAP PPM Admin Rates for your activity. 
		Current Phase Cost
	Variation Cost
	Revised Total Phase Cost 

	
	
	


 
	Current Project Cost
	New Project Cost

	
	




This request should match your Business Case and TIO. If there are variances – explain

	Total expected project cost
	$ xx 
	Funding source
	N funds, AC xxx / WC xxx
If Crown or other alternative funding, indicate here. Provide work category number.

Guidance: provide activity class

	
	
	FAR %
	%

	Programme/Project linkages – related activities
	What strategic case and/or programme business case is this activity part of? 
Are there other relevant / interdependent projects that assessors need to be aware of?

	Provide InfoHub links for all relevant documents 
	

	Actions Completed **Funding Request only**

	☐ TIO Updated
(Guidance: submissions will not be accepted unless actioned)
	Choose an item. - Treasury & Cashflow engaged and confirm funding
	Choose an item. - Activity Class Manager engaged and confirm priority.

	
	☐ SAP Updated
	☐ Docs uploaded to TIO
	



	Stakeholder Endorsement 

	Name, position, organisation, date
	 Example only: Person x, Senior Manager, Approved organisation, date 
Guidance: all variation requests are to be reviewed and endorsed by key stakeholders prior to submission.



	Funding source guidance: funding source i.e., activity class and confirm engagement with investment and finance funds are available. Delete guidance upon submission. 

	Activity class
	[insert class]

	Activity Class Manager confirmed priority
	Choose an item.
	Retrospective funding
	Choose an item.
Guidance: project manage confirm if retrospective funding application. If so, project manager to confirm reasoning behind application in funding request summary section.

	NZTA Board direction
	Guidance: Outline previous NZTA Board direction. If Board direction is not required – insert NA.



	BR213 – The Sponsor confirms they approve this variation request as meeting the business requirements, including value for money and management of risk:

	Name, position
	 

	Signature
	
	Date Click here to enter a date.

	Additional commentary
	
Provide additional information of value to the decision maker if necessary.



	Lessons Learned
	

	Why has this occurred?
	Choose an item. 
	If other, please explain here

	Could this be foreseen at project approval point?
	Choose an item.	If yes, please explain 

	Could this price level / cost / scope adjustment have been avoided?
	Choose an item.	If yes, please explain 

	Could/Will there be any further PLA’s or CSA’s expected from this project?
	Choose an item.
	If yes, please explain how you will mitigate further cost increases, or what these increases will be.

	Is there a change in the business case approval process we can make to avoid this in the future?
	

	Additional Information
	



	Funding request summary

	Background
Provide a brief summary of the event that is driving the funding request. Explain what happened to give rise to the request for additional funds, and why these events could not be mitigated. Confirm where the currently allocated monies have been spent.
Confirm the current level of contingency, and whether this sum has been used up prior to this application.
Outline key milestones and decision points so far. [delete guidance upon submission]
Outline dates of previous delegation submissions (if applicable) and key decision sought [delete guidance upon submission]
Recommended option
Outline the recommended option and what the additional monies will be spent on. [delete guidance upon submission]
Potential funding option
Outline funding option [delete guidance upon submission]
Delivery milestones
Outline key upcoming milestones. Examples include below – amend as required:
· Contact award: [insert date]
· Construction begin: [insert date]
· Construction end: [insert date] [delete guidance upon submission]





Cost
Outline an appropriate break-down of the costs originally projected and proposed increased and any new scope items [delete guidance upon submission]
Complete table below detailing additional expenses requested. Outline the specific changes to scope that are impacting the increase to cost [delete guidance upon submission]

	Item/task
	Original TIO allocation
	Proposed cost variation 
[insert nil if no change] [delete upon submission]
	Change to scope Y/N/NA

	[insert item]
	$ [xx]
	$ [xx]
	

	TOTAL
	$ [xx]
	$ [xx]
	



	Investment and benefits profile

	Appraisal Summary Table
Current AST: Guidance: either insert InfoHub link to Appraisal Summary Tables for shortlist options or state “Not available” 
Revised AST: Guidance: either insert InfoHub link to Appraisal Summary Tables for revised options or state “Not available”

	Updated Investment profile:

Assessment of impact of change:

Assessment of impacts to benefits:

What effect does the increased cost to the project have on the investment profile and BCR (including any follow on increases to the implementation cost)?



	Local support for request

	Provide evidence of who has been consulted on this request. Confirmation that the local teams have reviewed this request and support it proceeding for formal delegated approval (or alternatively attach supporting email).
	Who was consulted?
	Method of consultation
(e.g., emails; workshop; conversation)
	Subject of consultation
	Outcome of consultation

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	






	
Additional information

	Are there other circumstances or aspects that should be noted by decision makers?

Completed copy of this form (and any associated correspondence) is to be retained with the named documentation and returned to the Project Manager at the end of the process. This form is to be filed in the ‘Assurance and Approvals’ file.



Assurance summary
	IQA Assessment – Completed by Investment Advisor

	Completed by
	Name & role
	Date 
	Click here to enter a date

	Summary
	Cut and paste the overall assessment from IQA

	Key considerations
	Include:
(1) Risks or issues that do not have an adequate mitigation.
(2) Significance assessment
(3) This decision has involved consideration of how any identified greenhouse gas emissions impacts of the activity proposed for investment Choose an item. the GPS climate change strategic priority (including impacts on relevant transport emission reduction targets and consistency with the ERP) and how the proposal is consistent with the GPS as a whole.

OR

The decision is neutral in relation to the climate change strategic priority set out in  the GPS (including impacts on relevant transport emission reduction targets and consistency with the ERP) and the proposal is consistent with the GPS as a whole.
**Delete options that do not apply**

	Conditions
	[This section should outline can be used to outline if there are any conditions precedent or subsequent that need to be included in the recommendation or satisfied before further funding is approved]

	Actions

	Summary of actions required from the IQA


	Risks & mitigations
	Risks identified and mitigations required from IQA


	Assurance Sign off – Investment & System

	Completed by
	Name & role
	Date 
	Click here to enter a date

	Assessment
	For Endorsement or To inform

	Key considerations
	



	Investment Assurance & Finance assessment – Completed by Investment Advisor

	Completed by
	
	Date 
	Click here to enter a date

	Assessment
	

	Key considerations
	



	Priority and affordability confirmation – Completed by Activity Class Managers & Manager Treasury and Cash Flow

	Activity Class Manager
	Name & role
	Date 
	Click here to enter a date

	Priority confirmed
	Select
	Assessment
	

	Key considerations
	

	Funding availability

	Manager Treasury & Cash Flow
	Name & role
	Date 
	Click here to enter a date

	Funding available
	Select
	Assessment
	

	Key considerations
	



	Portfolio check assessment (For Waka Kotahi Requests only) – Completed by Portfolio & Performance

	Completed by
	Name & role
	Date 
	Click here to enter a date

	Assessment
	Provide formal recommendation

	Key considerations
	(1) Trade-offs to be understood
(2) TBC


	Assurance Sign off – Portfolio

	Completed by
	Name & role
	Date 
	Click here to enter a date

	Assessment
	For Endorsement or To inform

	Key considerations
	





Funding Decision Record[footnoteRef:1] [1: ] 

	Transport Services Approver to complete




	Resolution / Decision – Delegation – National Manager, Programme & Standards, Transport Services

	
	Endorsed
	☐	Recommendations and comments 

	
	Deferred (Revise and resubmit)
	☐	

	
	Declined
	☐	

	
	Conditions
	☐	1. 

	
	
	☐	2. 

	
	Conditions Met
	Choose an item.
	
	Name
	Vanessa Browne

	
	Position
	National Manager, Programme and Standards, Transport Services

	
	Signature
	

	
	Date

	Click here to enter a date.
	
	Actions taken
	



	Corporate Support Approver to complete




	Resolution / Decision – Delegation – Chief Financial Officer, Commercial and Corporate

	
	Endorsed / Approved 
	☐	Recommendations and comment

	
	Deferred (Revise and resubmit)
	☐	

	
	Declined
	☐	

	
	Conditions
	☐	

	
	
	☐	

	
	Conditions Met
	Choose an item.
	
	Name
	Howard Cattermole

	
	Position
	Chief Financial Officer, Commercial and Corporate

	
	Signature
	

	
	Date

	Click here to enter a date.
	
	Actions taken
	



	Board Approver to complete




	Resolution / decision – Delegation – Board

	
	Approved 
	☐	Recommendations and comments 

	
	Deferred (Revise and resubmit)
	☐	

	
	Declined
	☐	

	
	Conditions
	☐	1. 

	
	
	☐	2. 

	
	Conditions Met
	Choose an item.
	
	Name
	

	
	Position
	Board Secretariat

	
	Signature
	

	
	Date

	Click here to enter a date.
	
	Actions taken
	



	Process
	Decision- Actioned

	
	Submitter Advised – P&S Transport Services Decision
	☐	

	
	Submitter Advised – CFO Corporate Support Decision
	☐	

	
	Submitter Advised – Board Decision 
	☐	

	
	TIO – funds released
	☐	



	Process Coordinator to complete
	Accepted for consideration by National Manager, Programme and Standards, Transport Services

	
	Paper number:
	

	
	Meeting date:
	Click here to enter a date.

	
	Decision requirements met
	☐	SAP updated

	
	
	☐	TIO updated (including cashflow updated) and documents loaded

	
	
	☐	Funding availability checked

	
	
	☐	Included in current RLTP (if applicable)

	
	
	☐	Included in current NLTP (if applicable)

	
	
	☐	Included in current Business Plan (If non-NLTP project)

	
	
	☐	IQA complete (significant cost or scope change only)

	
	Feedback with regard to recommendations

	
	

	
	Name:
	

	
	Position:
	

	
	Signature
	

	
	Actions taken
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