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Purpose  

1. This document details the process that the Greater Birmingham & Solihull Enterprise 
Partnership’s (GBSLEP) follows to manage change on the Growth Programme (Local 
Growth Fund, Growing Places Fund and Revolving Investment Fund). The Change 
Management Policy for the Growth Programme has been developed within the 
framework of the GBSLEP’s existing Assurance Framework. All future documents, 
procedures, codes of practice, forms or guidelines related to change management are 
developed in line with this policy. 

2. It is not unusual for circumstances to alter in such a way that a project can no longer be 
delivered as originally forecast. In the event of a variation to a project – in its scope and 
benefits, time or cost – the variation must be reported to the LEP Executive. Usually, this 
will take the form of a formal change request which the LEP Executive will consider in 
light of the fact that the agreed expectations of the project will now not be met. 

3. Understanding variations on individual projects within the Growth Programme is integral 
to its successful management and ultimately the delivery of the benefits expected from 
the programme as a whole.   

4. These variations include when grant funding will be utilised by projects.  The GBSLEP is 
allocated Local Growth Funding from Government on an annual basis, during which 
period it must be utilised. The ability to do this is used as a performance measure for the 
programme, with underperformance risking withholding withdrawal of grant funding 
from Government.  Therefore any financial slippage across individual projects must 
carefully be considered by the LEP Executive as it impacts on the programme as a whole 
and it may not always be possible to accommodate it. 

5. Additionally changes to individual projects may create a reputational risk to the LEP, 
which would need to be managed and may impact on delivery of other projects within 
or external the Growth Programme. 
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The Change Process  

6. Throughout the development of a project, the Project Sponsor will work with the 
GBSLEP Programme Team and have a named LEP Project Champion and Project Support 
Officer. Any changes to the proposed project – from Outline to Full Business Case and 
contracting – will be managed with the Project Sponsor and Programme Team in a 
proportionate way. This may be through meetings or discussions to understand what 
changes are proposed and what their impact on delivering the proposed project will be. 
At this time, all funding allocations are strictly provisional. 

7. Once the contracting stage has been completed, and only then, LEP funding allocations 
are committed to a project. This is when formal Change Management Processes come 
into effect.  

8. Upon the conclusion of the contracting stage, the Project Sponsor will receive: 

I. The GBSLEP Change Management Policy (this document) 

II. Scheme of Delegation Document setting out the types of variation and what 
actions and what decisions need to be taken (Appendix A) 

III. Project Exception Report which projects will need to produce and present to the 
GBSLEP Programme Delivery Board (PDB) in the event of very significant change 
or risk (Appendix B) 

IV. Change Request Template for formal submission of any changes that materially 
affect the scope and benefits, time or cost of the project  (Appendix C) 

9. Where a material variation is expected to occur on a project, the Project Sponsor must 
notify the LEP Executive at the earliest opportunity by contacting their named LEP 
Project Champion or Project Support Officer.  

10. At this point, the LEP Project Champion will advise on how the change process will work 
and what action the Project Sponsor needs to take. Details of the format for reporting 
variations are provided within the ‘Recording Change’ section below. 

11. Effective handling of change requests is critical to the smooth running of the Growth 
Programme. The proposed thresholds make clear where responsibility lies for these 
decisions, providing a balance between the need for scrutiny and swift action. 

12. Where a major change is requested, which has a significant negative impact on 

 scope and benefits (more than 10% from forecast); 

 time (slippage over financial years); or 

 cost (more than 10% and/or £100,000 from forecast), 

approval is required from the Programme Delivery Board. 

13. Minor changes, below 10% variation to benefits or cost and slippage within the financial 
year, require approval from the Head of Delivery.  

14. All change requests will be reported to PDB and, for projects above delegation, to the 
LEP Board. Further details of the scheme of delegation are included in Appendix A.   
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15. In exceptional circumstances, contracted projects may, with the agreement of the 
Programme Delivery Board, have their funding removed and reallocated elsewhere 
within the programme.  

16. This is likely to be an exceptional event where, following detailed discussion between 
GBSLEP and the Project Sponsor, a project can no longer deliver the planned benefits 
within an agreed timeframe, or can no longer be expected to deliver the agreed 
outcomes because of a change in external circumstances. 

Recording Change 

17. We have various ways of reporting and recording changes to projects depending on the 
nature of the change. The Project Champion and Project Support Officer will advise on 
what is the most appropriate action to take. Recording change can take one or more of 
these forms: 

i. Project Management Reports (PMR) – this is the tool project manager’s use to 
report, on a quarterly basis, on the status of their project. Any and all variations 
should be recorded by the project with the next submission of its PMR to the LEP. 
This includes changes that may not require the formal change process i.e. slippage 
across quarters but not financial year.  

ii. File Notes – on occasion, very minor variations to the agreed project parameters may 
not warrant a formal change request. There should still be clearly recorded as a 
change to what was agreed in the Business Case and Grant Agreement.  In these 
instances, following notification by the Project Sponsor of the change, the LEP 
Project Champion will produce a File Note and send it to the Project Sponsor. 

iii. Change Requests – where changes will materially affect the scope and benefits, time 
or cost of the project, the Project Sponsor will need to notify the LEP Executive and 
submit a formal change request.  This document will detail the change and enable 
GBSLEP to consider the effect of this and whether it is acceptable or not. 

iv. Exceptions Report – where a project has experienced more significant change, or the 
change is not considered acceptable by the LEP Programme Team and Head of 
delivery they will be required to produce and present an exceptions report to the 
GBSLEP Programme Delivery Board for consideration. 

v. Deed of Variation – If the project is in contract i.e. a signed Grant Agreement or 
Service Level Agreement is in place, all approved change requests will also need to 
the supported by a variation to contract. This will be done via a Deed of Variation to 
the existing Grant Agreement or Service Level Agreement. 

18. The GBSLEP Programme Team will work to support projects to manage and control 
change in order that they are able to meet the delivery of their projects in the most 
timely and cost effective way in the context of the Growth Programme. 

19. Any inquiries regarding change management and any part of this Policy, or 
accompanying guidance and templates, should be directed to the GBSLEP PMO, at 
GBSLEP, Baskerville House, 2 Centenary Square, Broad Street, Birmingham, B1 2ND. 
Telephone inquiries are to be directed to 0121 303 9861 and all email inquiries to 
GBSLEP@birmingham.gov.uk 

mailto:GBSLEP@birmingham.gov.uk
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Change Management Policy – Appendix A – Scheme of Delegation 

Appendix A -  Types of Variation and the Scheme of Delegation 

What’s the type 
of project 
variation 

What’s the scale of the variation What action does 
the project need to 
take? 

Who makes the 
decision? 

Cost A decrease in the total cost of the project and reduction in the amount of the LEP funding 
allocation to be drawn down by the project. 

Report the variation 
via email and record 
in the PMR. The LEP 
Executive will 
produce a Project 
File Note.  

N/A 

Costs increase: 

 of items of expenditure or cost categories, but with no increase in the overall project 
cost; or 

 of the total project, but the cost increase is covered by an increase in the amount of 
match funding. 

Record in the PMR N/A 

A decrease in the total cost of the project and a request to re-allocate the unused LEP 
funding (up to a maximum of £100,000) to increase the scope and benefits of the project. 

Any request above this value would be treated as a new project and would be subject to a 
new funding application. 

Submit a Change 
Request 

Head of Delivery 

Increase in total cost of the project that cannot solely be covered by an increase in match 
funding, resulting in a request to increase the LEP funding allocation by under 10% and 
£100,000. 

Submit a Change 
Request 

Head of Delivery 
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Any request to increase the LEP funding allocation will also be dependent upon there being 
other projects under-claiming across the LEP’s programmes]. 

Increase in total cost of the project that cannot solely be covered by an increase in match 
funding, resulting in a request to increase the LEP funding allocation by over 10% and 
£100,000. 

Any request to increase the LEP funding allocation will also be dependent upon there being 
[other projects under-claiming across the LEP’s programmes]. 

Submit a Change 
Request 

Programme 
Delivery Board 

Accessing contingency 

In general, the LEP’s funding contribution towards the project will not include contingency 
allocation as this should be covered by the Project Sponsor in addition to the match funding.   

In instances where the LEP’s funding contribution does include part of the contingency 
allocation, the case must be made by the Project Sponsor to access the contingency funding 
up to the agreed amount. 

Submit a Change 
Request 

Head of Delivery 

Time Slippage of milestones with no effect on start date, completion date or the grant claim 
profile. 

Record in the PMR N/A 

Slippage of milestones and grant claim profile of less than 3 months which can be contained 
within financial years. 

Report the variation 
via email and record 
in the PMR. The LEP 
Executive will 
produce a Project 
File Note. 

Head of Delivery 

Slippage of milestones and grant claim profile over 3 months and contained within financial 
years, or requiring minor re-profiling across financial years (up to 10% of the value of the LEP 
funding allocation). 

Submit a Change 
Request 

Head of Delivery 

Slippage of milestones and grant claim profile over 3 months that requires major re-profiling Submit a Change Programme 
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across financial years (over 10% of the value of the LEP funding allocation). Request Delivery Board 

Scope An increase in the scope and forecast benefits of the project. Record in the PMR N/A 

A decrease of up to 10% in the scope and forecast benefits of the project. Report the variation 
via email and record 
in the PMR. The LEP 
Executive will 
produce a Project 
File Note. 

Head of Delivery 

A decrease of over 10% in the scope and forecast benefits of the project. Submit a Change 
Request 

Programme 
Delivery Board 

Reputation Local media attention that lasts longer than 3 days or national media attention Contact Programme 
Team immediately 
to agree a strategy 
to jointly deal with 
the situation 

Head of Delivery to 
escalate as 
appropriate 

External criticism (e.g. politician or notable figures) 

Change in confidence or satisfaction of shareholders 

Loss of confidence – stakeholders, partners or community 
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Change Request Template FINAL 

Greater Birmingham & Solihull LEP Local Growth Fund 
Project Change Request 

 

Project Name  

 

Organisation  

Date of Request   

Project Manager  Project SRO   

Project Manager contact 
details 

 

 

Project SRO contact 
details  

 

 

Project Manager 
signature  

 Project SRO signature   

 

Section 1: Project Progress to date  
Please include a brief outline of project progress to date. (E.g. milestones achieved expenditure to 
date and challenges faced.)  
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Change Request Template FINAL 

Section 2: Change requested 
Type of change requested  

Check each that apply 

 
 Project Scope  Project outputs/outcomes    Project finances 

 
 Programme/Timescales    Other 

  
Description of 
change 

 

Reason for change 
request 

 

 

 

 

Alternative options 
considered: with 
reasons why the 
recommended 
option is the most 
appropriate.  

 

 

 

 

Detail of 
stakeholder 
consultation 
regarding change 
request  
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Change Request Template FINAL 

Section 3: Impact of recommended change 
 

Please provide a 
description of the 
impact of the 
recommended 
change including: 
Project cost, 
Timescales, 
Resourcing, 
Benefits, Quality, 
Scope 

 For guidance – find table in grant agreement or business case.  

Steps required to 
deploy change 

 

 

Is there an impact 
on 
Communication 
planning? 
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Change Request Template FINAL 

Section 4: To be completed by GBSLEP  
Date required for response   

Deed of Variation required?   
 Yes  No 

Recommendation from GBSLEP   
 Approved  Rejected  Deferred (detail:     ) 

Justification of decision  

 

 

 

 

 

 

Decision date  

Does this change impact SEP 
objectives?  

 

 

Does the business case need to be 
reviewed and updated, in light of 
the change?  

 

Signed LEP Programme Manager/ 
Project Champion  

 

Dated  
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Project Name:   Project Sponsor:  
Project Manager:  LGF Approved Date (actual/forecast)  
Project Start On Site 
Date:  Report Completed by 

(Sponsor/PM)  Report Date  
Background Context of project and funding including current status and reason for change  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



   Project Exception Report 

Change Management Policy – Appendix C – Project Exception Report        Page 2 of 6 
 

 

Forward LGF Forecast £’000’s 
2017/2018 Q1 Q2 Q3 Q4 Total 

SLA/Funding agreement profile      
Current Profile      

2018/2019 Q1 Q2 Q3 Q4 Total 
SLA/Funding agreement profile      

Current Profile      
2019/2020 Q1 Q2 Q3 Q4 Total 

SLA/Funding agreement profile      

 
 

Funding Agreement/SLA  
Project End Date DD / MM / YYYY 

Current Forecast  
Project End Date DD / MM / YYYY 

Variance + / - 
(months)  

 
Reason for time variance 

 
 
 

Funding Agreement/SLA 
Forecast Total Project Cost £ Current Forecast  

Total Project Spend £ Variance + / -  £ 

Funding Agreement/SLA   
Total LGF Allocation  £ Current Forecast 

Total LGF Required/Allocated £ Variance + / -  £ 

 
Reason for required/allocated 
LGF variance 

 

Funding Agreement/SLA  
Forecast LGF Claims to date  £  

Actual LGF Claimed to date £ Variance + / -  £ 

 
Reason for claim variance 

 
 
 
 
 



   Project Exception Report 

Change Management Policy – Appendix C – Project Exception Report        Page 3 of 6 
 

Current Profile      
2020/2021 Q1 Q2 Q3 Q4 Total 

SLA/Funding agreement profile      
Current Profile      

Key Risks and Issues (showstoppers) Planned mitigation / contingency 
  

  

  

  

  

  

Critical milestones completed this quarter/year 
 

 

 

 

 

Critical milestones DUE but NOT completed this 
quarter/year 

Reason not completed and planned date(s) for 
completion 
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Critical milestones to still be completed  Date for completion 

  

  

  

  

Forecast Outputs (inc date(s), as per 
SLA/Funding Agreement) 

Forecast variance to outputs Reason for variance 

   

   

   

   

Decision required 
Define any decision required from PDB e.g. agreement to slip funding or changes to outputs or scope including rational and impact should agreement not be 
given; 
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Supporting information 
 
Insert/Append any supporting documents/visuals/site plan here 
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GBSLEP use only  
LEP Project 
Champion:  Project Support:   Report Received Date   
Programme Team Review 
 
 
 
 
 
PDB Decision  Date 
 
 
 
 

 
 
 

ACTIONS 
 Action By who By when Status 
1     
2     
3     
4     
 
 Project Risk RAG 
Risk type RAG 
Time  
Benefits  
Cost  
 

RAG Status key: 
Green On target to hit original forecast (including within agreed tolerance) 

Amber Current - No longer on target to meet original forecast &  minor impact on the overall project 
Future – At risk of missing original forecast & minor impact on the overall project 

Red Current - No longer on target to meet original forecast & significant impact on the overall project 
Future – At risk of missing original forecast & significant impact on the overall project 
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