













Procurement Journey
Change Impact Assessment (CIA) Template











[bookmark: _Hlk218763575]













Change Impact Assessment (CIA) Template

Notes for Use
· This CIA should be completed before approval of any contract variation for medium or high-risk contracts.
· Retain the completed CIA as part of the contract management and audit trail.
· The depth of analysis should be proportionate to risk and value.


1. General Information

	Field
	Details

	Contract Title
	

	Contract Reference Number
	

	Supplier Name
	

	Contract Category
	Goods / Services / Works	Comment by Lizanne Drummond: Should we include works in here ?  If so, should we provide a caveat referring users to construction guidance if this is what they're doing?  (and does that mean we need to speak to construction colleagues about the guidance?  and if so - do we just want to remove "works"?)


	Contract Value (£)
	

	Contract Start Date
	

	Contract End Date
	

	Risk Classification
	Medium / High

	Contract Manager
	

	Senior Responsible Owner (SRO)
	

	Directorate / Service Area
	

	Date CIA Completed
	

	Version Number
	



2. Description of Proposed Change

	Field
	Details

	Change Title
	

	Change Type
	Commercial / Operational / Technical / Legal / Financial / Strategic

	Description of Change
	

	Reason for Change
	

	Is this change within the original contract scope?
	Yes / No

	If No, justification for variation
	



3. Change Drivers and Triggers

(Select all that apply and provide details)
· ☐ Legislative or regulatory change
· ☐ Policy change (e.g. Scottish Government policy, Fair Work, climate duties)
· ☐ Supplier performance issues
· ☐ Service user / stakeholder requirements
· ☐ Value for money / efficiency
· ☐ Risk mitigation
· ☐ Force majeure / external events
· ☐ Other (specify)
Details:



4. Impact Assessment Summary

4.1 Financial Impact

	Area
	Impact (None / Low / Medium / High)
	Details

	Contract value
	
	

	Budget implications
	
	

	Whole life costs
	
	

	Payment profile
	
	



4.2 Service & Operational Impact

	Area
	Impact
	Details

	Service continuity
	
	

	Service quality / outcomes
	
	

	Dependencies on other contracts
	
	

	Business continuity arrangements
	
	



4.3 Legal & Compliance Impact

	Area
	Impact
	Details

	Contractual compliance
	
	

	Procurement compliance
	
	

	Data protection (UK GDPR)
	
	

	Information governance
	
	

	Health & Safety
	
	



4.4 Supplier & Market Impact

	Area
	Impact
	Details

	Supplier capability/capacity
	
	

	Supplier financial stability
	
	

	Market distortion risk
	
	

	Sub-contractor implications
	
	



4.5 Fair Work, Community & Sustainability Impact

	Area
	Impact
	Details

	Fair Work practices
	
	

	Workforce implications
	
	

	Equality & human rights
	
	

	Climate change & sustainability
	
	

	Community benefits
	
	



5. Risk Assessment

5.1 Key Risks Introduced or Amended by Change

	Risk Description
	Likelihood
	Impact
	Risk Rating
	Mitigation

	
	
	
	
	

	
	
	
	
	



5.2 Existing Risks Affected

	Existing Risk
	Change Impact
	Revised Rating
	Actions

	
	
	
	

	
	
	
	



6. Options Appraisal

	Option
	Description
	Pros
	Cons
	Recommended (Y/N)

	Option 1
	
	
	
	

	Option 2
	
	
	
	

	Option 3
	
	
	
	



7. Stakeholder Consultation

	Stakeholder
	Consultation Required (Y/N)
	Outcome

	Internal service users
	
	

	Finance
	
	

	Legal / Procurement
	
	

	Information Governance
	
	

	Supplier
	
	

	Trade unions / workforce
	
	



8. Approvals & Governance

	Role
	Name
	Signature
	Date

	Contract Manager
	
	
	

	Procurement
	
	
	

	Finance
	
	
	

	Legal
	
	
	

	SRO / Accountable Officer
	
	
	



9. Implementation & Monitoring Plan

	Activity
	Owner
	Timescale
	Monitoring Method

	
	
	
	

	
	
	
	

	
	
	
	



10. Post-Implementation Review
(To be completed after implementation)

	Area
	Findings

	Objectives achieved
	

	Issues identified
	

	Lessons learned
	

	Further actions required
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