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Example:  Additional Sales Reports

Requestor:

Example:  John Smith
Variation Type
Identify what sort of variation is required.  Is it additional functionality, change of scope, cost increase, more staff, additional functionality?

Example:  Creation of two additional reports

Response required by:
Identify when a decision needs to be made to include or exclude the variation.

Variation Details
Example:  Two new reports are required to provide end of month figures of actual sales versus budget and also actual sales versus estimate.  Figures are currently compiled manually.

Impact of not proceeding
Example: If we do not have the report we will need to continue processing the information manually.  This takes 1.5 man days and costs $1k per month.

Benefits
The following benefits have been identified:
Identify the benefits.  They should be quantified.  Such comments as better service or fewer problems should be avoided.

Example:  

· Reduction in manual processing accounting for 1.5 man days and $1k per month

· Reduced risk of errors.  In the last 6 months we have provided incorrect information to the board on two occasions resulting in revisions having to be made.  On at least one occasion, the correct information would have resulted in a different decision from the board on cash flow projections.

Costs
Identify the cost of the variation in terms of dollars, time and resources.

Example:  The additional work will require a BA to spend 1 day to specify the reports, and a developer to spend 2 days to product the reports.  Testing will require 1 day.  In total, the cost will be $5k and the time 4 days.
Implications
What impact will the variation have on the project?

Example:  The variation cannot be included in the schedule without delaying UAT by at least 2 days.  We will need to bring in another developer if we are to keep to the original schedule.
Approval
Identify the action including the signature of the person who will approve or disallow the variation.  Include the agreed cost and time variations.

Example:

	Criteria
	Agreement

	Action
	Agree to proceed using a new developer for two days.

	Increase to Budget
	$5k

	Increase to Schedule
	2 days

	Sponsor's Signature
	

	Date
	


Implementation
The approved variation has been incorporated into the project:

Scope (    
 Schedule (     
Budget (     
Resource Plan (     
Status Reports (   
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