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4. Introduction

4.1 Purpose
This document sets out the process for Change Management in respect of the SPAA and SPAA products as required by the SPAA. It sets out the scope of the end-to-end process and breaks it down into procedures, their objectives and the associated roles and responsibilities.

4.2 Scope & Objectives

This process covers Change Proposals to the SPAA and its’ products, including appeals against SPAA EC and SPAA Forum decisions. The process complies with all of the obligations in the SPAA relevant to Change Control. 

4.3 Urgent Changes

In certain circumstance a Party may determine that the standard change cycle should be shortened in order to accommodate a change that is of an urgent nature.  A Party raising such a change must notify the SPAA CCA who will seek agreement from the SPAA EC to reduce the standard change cycle as they determine necessary on a case by case basis. 

4.4 Implementation Dates and SPAA Releases

The SPAA and its Products are subject to three formal releases per year in February, June and November, as shown in the Change Calendar issued by the SPAA EC from time to time.  Change initiators are responsible for proposing implementation dates and are requested to align with the release schedule unless circumstances dictate otherwise.

Where it is necessary to implement changes outside the planned release dates, current versions of the SPAA and Products will be available via the SPAA website, as will details of all approved future changes and their implementation dates.  The SPAA Secretary will notify Party Change Administrators when updates to on-line documents have been made.  Information relating to approved changes will also be provided in the monthly Change Report issued by the SPAA CCA.

4.5 Glossary

The following table defines terms and acronyms used in this document.
	Definition
	Acronym (if applicable)
	Purpose

	Change Voting Date
	
	As defined in in SPAA definitions and interpretations 

	Change Proposal


	CP
	An appropriately authorised document formally proposing a change to the SPAA and/or SPAA  Products . 

	Change Report
	CR
	As defined in the SPAA definitions and interpretations

	Change Calendar
	
	A calendar of monthly change dates and release dates

	Party  Change Administrator
	PCA
	As defined in the SPAA definitions and interpretations

	Change Control Administrator
	CCA
	As defined in the SPAA definitions and interpretations 

	SPAA Executive Committee
	SPAA EC
	As defined in  the SPAA definitions and interpretations

	SPAA Forum
	Forum
	As defined in the  SPAA definitions and interpretations

	Urgent Change
	
	As defined in Section 4.3 of this document.


5. High Level Process Diagram
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6.  Change Management - Procedure Definitions

Each of the Procedures represented in the Change Management end-to-end process diagram attached at Appendix 4 is described briefly on the following pages, together with the relevant Triggers, Results, Input Flows and Output Flows. 

	1. Check Change Proposal

	Performed By:
	SPAA CCA

	Input Flows:

	Flow Name:
	Change Proposal
	Flow Number:
	1

	Source:
	SPAA Party or energywatch

	Received When:
	Ad-hoc

	Output Flows:

	Flow Name:
	CP Liaison [optional]
	Flow Number:
	2

	Destination:
	SPAA Party or enegywatch

	Sent When:
	CP requires rework or re-consideration

	Flow Name:
	CP Details
	Flow Number:
	3

	Destination:
	2. Log Change Proposal

	Sent When:
	CP to be progressed


	Procedure Description:

	A Change Proposal may be raised by a SPAA Party or energywatch on the form issued by SPAA EC from time to time. On receipt of the documentation from the originator, SPAA CCA will do the following:

1. Check that CP Form has been completed fully and correctly and is appropriately authorised. It may be referred back to the originator with recommendations for revision if it is:

· Not a specific change

· Not completed clearly/unambiguously

· Not authorised

· Incomplete and/or without justification/business case

It may also be returned to the originator with recommendations for any amendments, for additional information to be included, or to confirm key details.

2. Check that no similar CPs have been raised and liase with PCA if required.




	2. Log Change Proposal

	Performed By:
	SPAA CCA

	Input Flows:

	Flow Name:
	CP Details 
	Flow Number:
	3

	Source:
	1. Check Change Proposal

	Received When:
	CP to be progressed

	Output Flows:

	Flow Name:
	
	Flow Number:
	


	Procedure Description:

	Once a CP has been checked and accepted SPAA CCA will, within 1 Working Day of acceptance of the CP, log and publish the CP and allocate a unique number.




	3. Distribute CP Pack for Impact Assessment

	Performed By:
	SPAA CCA

	Input Flows:

	Flow Name:
	Time to do 3
	Flow Number:
	4

	Source:
	Temporal

	Received When:
	At least 15 Working Days before vote

	Output Flows:

	Flow Name:
	CP Pack
	Flow Number:
	5

	Destination:
	SPAA Party, SPAA EC, Ofgem and energywatch

	Sent When:
	At least 15 Working Days prior to vote


	Procedure Description:

	15 Working Days before the next vote is due, SPAA CCA will do the following:

1. Distribute a Change Proposal Pack containing all the CPs scheduled for the next vote to all parties, SPAA EC, Ofgem and energywatch showing where appropriate the proposed SPAA and/or product release date and implementation date/technique. Parties are invited to identify the technical, business and implementation impact of the changes on their organisations. 

2. Request potentially impacted parties to respond and vote by the next scheduled change voting date as agreed by SPAA EC.

3. Update the CP records to show that the CP has been issued for impact analysis, recording the CP Pack number and date.




	4. Perform Internal Impact Assessment

	Performed By:
	SPAA Party

	Input Flows:

	Flow Name:
	CP Pack
	Flow Number:
	5

	Source:
	3. Distribute CP Pack for Impact Assessment

	Received When:
	At least 15 Working Days before vote

	Output Flows:

	Flow Name:
	Await Outcome
	Flow Number:
	6

	Destination:
	Await Outcome

	Sent When:
	SPAA Party decides not to take part in the voting 

	Flow Name:
	Decision to vote
	Flow Number:
	7

	Destination:
	5. Submit vote and optionally Comments

	Sent When:
	Impact assessment complete


	Procedure Description:

	Potentially impacted parties are invited to review the CP pack to identify the technical, business and implementation impact of the changes on their organisations, if any, ensuring that effects on agents of the organisation have been considered where appropriate. 


	5. Submit Vote and optionally Comments

	Performed By:
	SPAA Party

	Input Flows:

	Flow Name:
	Decision to vote
	Flow Number:
	7

	Source:
	4. Perform Internal Impact Assessment

	Received When:
	On or before change voting date

	Output Flows:

	Flow Name:
	Vote and Comments
	Flow Number:
	8

	Destination:
	6. Collate votes and Comments

	Sent When:
	SPAA Party is ready to vote (must be within the voting deadline)


	Procedure Description:

	SPAA Parties submit votes and optionally comments to SPAA CCA where appropriate in the format approved by the SPAA EC.  A voting party may change its vote at any time up to the change voting date.


	6. Collate Votes and Comments

	Performed By:
	SPAA CCA

	Input Flows:

	Flow Name:
	Vote and Comments
	Flow Number:
	8

	Source:
	5. Submit Vote and optionally Comments

	Received When:
	SPAA Party submits vote and comments but at latest by scheduled change voting date

	Output Flows:

	Flow Name:
	
	Flow Number:
	

	Destination:
	

	Sent When:
	


	Procedure Description:

	On the Working Day after the change voting date, SPAA CCA will verify and count the votes cast and capture any comments made by SPAA Parties


	7. Determine Voting Outcome

	Performed By:
	SPAA CCA

	Input Flows:

	Flow Name:
	Time to do 7
	Flow Number:
	9

	Source:
	Temporal

	Received When:
	1 Working Day after the change voting date has been reached

	Output Flows:

	Flow Name:
	Prepare Change Report
	Flow Number:
	10

	Destination:
	8. Distribute Change Report

	Sent When:
	Within 1 WD of voting date


	Procedure Description:

	The various voting thresholds for CP approvals are detailed in the SPAA.  This process requires SPAA CCA to determine the votes cast and the outcome based on the SPAA principles. The decision is then notified to SPAA Parties, SPAA EC, Ofgem and energywatch.

Where a change solution has been accepted, but the implementation date is rejected, the SPAA CCA will refer the matter to the SPAA EC to determine the implementation date.




	8. Distribute Change Report

	Performed By:
	SPAA CCA

	Input Flows:

	Flow Name:
	Prepare Change Report
	Flow Number:
	10

	Source:
	7. Determine Voting Outcome

	Received When:
	1 Working Day after the change voting date has been reached

	Output Flows:

	Flow Name:
	Issue Change Report
	Flow Number:
	11

	Destination:
	SPAA Party, SPAA EC, Ofgem and energywatch – Receive Change Report

	Sent When:
	Within 1 Working Day of change voting date


	Procedure Description:

	SPAA CCA will prepare a report containing details of votes cast, the CP decision, any comments made by SPAA Parties as a result of the Impact Assessment and any requirements for Authority decisions.  In the event that the CP is rejected, the originator may use these comments to determine whether a revised CP would be appropriate.




	9. Consider Appeal Against Voting Outcome

	Performed By:
	SPAA Party

	Input Flows:

	Flow Name:
	Change Report Review 
	Flow Number:
	12

	Source:
	Internal review of Change Report

	Received When:
	SPAA CCA issues Change Report

	Output Flows:

	Flow Name:
	SPAA Party No Appeal
	Flow Number:
	13

	Destination:
	N/A

	Sent When:
	SPAA Party decides not to appeal against a  voting outcome

	Flow Name:
	SPAA Party Appeal
	Flow Number:
	14

	Destination:
	10. Log appeal

	Sent When:
	Within 10 Working Days of receipt of the Change Report where SPAA Party decides to appeal against a voting outcome


	Procedure Description:

	On receipt of the outcome report, the SPAA Party must decide whether to lodge an appeal against any voting outcome.  If an appeal is unnecessary, then no action is required.  If an appeal is to be lodged, it must be made in a format agreed by the SPAA EC within 10 Working Days of the Change Report being received.




	10. Log Appeal 

	Performed By:
	SPAA CCA

	Input Flows:

	Flow Name:
	SPAA Party Appeal
	Flow Number:
	14

	Source:
	9. Consider appeal against voting outcome

	Received When:
	SPAA Party decides to lodge an appeal against a voting outcome

	Output Flows:

	Flow Name:
	Log Appeal
	Flow Number:
	15

	Destination:
	Appeal Decision Logged

	Sent When:
	Within 1 Working Day of SPAA CCA receiving an appeal from a SPAA Party


	Procedure Description:

	Within 1 Working Day of receipt of an appeal from a SPAA Party, SPAA CCA will log the appeal in the register of appeals in a format as deemed appropriate by SPAA EC.




	11. Review Appeals Received

	Performed By:
	SPAA CCA

	Input Flows:

	Flow Name:
	Time to do 11
	Flow Number:
	16

	Source:
	Temporal

	Received When:
	10 Working Days after Change Report received

	Output Flows:

	Flow Name:
	SPAA Forum Arrangements
	Flow Number:
	17

	Destination:
	12. Hear Appeal

	Sent When:
	SPAA Appeal period closes

	Flow Name:
	SPAA and/or products not under appeal
	Flow Number:
	18

	Destination:
	13. Update SPAA and/or products

	Sent When:
	SPAA Appeal period closes


	Procedure Description:

	10 Working Days after the Change Reports are received the appeal period closes and no more appeals will be accepted. SPAA CCA will review the appeals log and release details of any CPs not being appealed for implementation. 

If there are any CPs being appealed, a meeting of the SPAA Forum will be convened at the earliest opportunity. Each CP being appealed will be documented together with supporting detail:

· The original issue

· The proposed solution

· The required SPAA and/or product changes

· The proposed implementation timing and technique

· Details of the appellants case

and submitted to the SPAA Forum for adjudication.

The procedure for convening meetings of the SPAA Forum is fully described in the SPAA.


	12. Hear Appeal

	Performed By:
	SPAA Forum

	Input Flows:

	Flow Name:
	SPAA Forum Arrangements
	Flow Number:
	17

	Source:
	11. Review Appeals Received

	Received When:
	SPAA Forum convened

	Output Flows:

	Flow Name:
	Appeal Decision
	Flow Number:
	19

	Destination:
	14. Consider Appeal to OFGEM

	Sent When:
	Within 10 Working Days  of  SPAA Forum


	Procedure Description:

	The SPAA Forum will meet when convened by SPAA CCA. The agenda will list the CPs being appealed, and supporting documentation will be provided. A decision to accept, reject or modify each CP will be taken. These decisions will be published in the form of Minutes and will be distributed by SPAA CCA within 10 working days of the forum to SPAA Parties, Ofgem and energywatch.

The constitution of the SPAA Forum is fully described in the SPAA 


	13. Update SPAA and/or Products 

	Performed By:
	SPAA CCA

	Input Flows:

	Flow Name:
	SPAA and/or products not under appeal
	Flow Number:
	18

	Source:
	11. Review appeals received

	Received When:
	Changes to SPAA and/or products have been approved and there has been no appeal raised.

	Flow Name:
	Product Update
	Flow Number:
	27

	Source:
	18. Action  Decision

	Received When:
	Changes to SPAA and/or products have been approved and the appeals process has been completed.

	Output Flows:

	Flow Name:
	Products Updated
	Flow Number:
	29

	Destination:
	SPAA CCA

	Sent When:
	Changes to Products implemented


	Procedure Description:

	When a change has been accepted, does not require OFGEM consent and the period allowed for appeals closes, any CP not under appeal is released for action against the SPAA and/or product set.  Similarly, when the period allowed for appeals against SPAA Forum decisions closes, CPs not being appealed to OFGEM or requiring OFGEM consent are released for action.  CPs appealed and where decisions to accept have been upheld or to reject have been reversed are also released for action.

Changes are made to the SPAA products in accordance with each Change Proposal released. Consent must be received from OFGEM before any protected clause in the SPAA is changed.


	14. Consider Appeal to OFGEM

	Performed By:
	SPAA Party

	Input Flows:

	Flow Name:
	Appeal Decision
	Flow Number:
	19

	Source:
	12. Hear Appeals

	Received When:
	Within 15 Working Days  of  receipt of SPAA Forum Minutes

	Output Flows:

	Flow Name:
	SPAA Forum Appeal Decision Accepted
	Flow Number:
	20

	Destination:
	N/A

	Sent When:
	Opportunity to appeal declined

	Flow Name:
	SPAA Forum Appeal Decision Rejected
	Flow Number:
	21

	Destination:
	15. Notify SPAA EC of Appeal

	Sent When:
	Appeal against SPAA Forum decision initiated


	Procedure Description:

	Within 10 working days of the SPAA Forum, SPAA CCA will distribute copies of the minutes recording decisions taken at that meeting. Participants have a further 15 working days from receipt of the minutes to consider whether to appeal against the decisions of the SPAA Forum.

Details of the procedure for appealing against SPAA Forum decisions is fully described in the SPAA


	15. Notify SPAA EC of Appeal

	Performed By:
	OFGEM

	Input Flows:

	Flow Name:
	SPAA Forum Appeal decision rejected
	Flow Number:
	21

	Source
	14. Consider Appeal to OFGEM

	Received When
	Appeal against SPAA Forum decision initiated

	Output Flows:

	Flow Name:
	OFGEM Appeal Details
	Flow Number:
	22

	Destination:
	16. Conduct Appeal and Publish Result

	Sent When:
	SPAA Forum Appeal Details Received

	Flow Name:
	OFGEM Appeal Notification
	Flow Number:
	23

	Destination:
	17. Log Appeal to OFGEM

	Sent When:
	Appeal Details Received


	Procedure Description:

	On receipt of an appeal against an SPAA Forum decision, OFGEM will do the following:

· Initiate the OFGEM Appeals Process; and

· Notify SPAA CCA within 1 Working Day that it has been received.


	16. Conduct Appeal and Publish Result

	Performed By:
	OFGEM

	Input Flows:

	Flow Name:
	OFGEM Appeal Details
	Flow Number:
	22

	Source:
	15. Notify SPAA EC of  Appeal

	Received When:
	SPAA Forum Appeal Details Received by OFGEM

	Output Flows:

	Flow Name:
	OFGEM Appeal Decision
	Flow Number:
	26

	Destination:
	18. Action Decision

	Sent When:
	OFGEM make appeal decision(s)


	Procedure Description:

	Once an appeal against an SPAA Forum decision has been received, OFGEM will conduct the appeals process and publish the result to SPAA CCA.


	17. Log Appeal to OFGEM 

	Performed By:
	SPAA CCA

	Input Flows:

	Flow Name:
	OFGEM Appeal Notification
	Flow Number:
	23

	Source:
	15. Notify SPAA EC of  Appeal

	Received When:
	Appeal Details Received by OFGEM

	Output Flows:

	Flow Name:
	Appeal Logged
	Flow Number:
	24

	Destination:
	Appeal to OFGEM Logged

	Sent When:
	OFGEM Appeal Details Received by SPAA CCA


	Procedure Description:

	When SPAA CCA is informed that OFGEM have received an appeal against an SPAA Forum decision, the appeal will be logged pending the outcome and SPAA Parties will be notified accordingly.


	18. Action Decision

	Performed By:
	SPAA CCA

	Input Flows:

	Flow Name:
	SPAA Forum Appeal Period Closes
	Flow Number:
	25

	Source:
	Temporal

	Received When:
	>= 15  Days After SPAA Forum minutes received

	Flow Name:
	OFGEM Appeal Decisions
	Flow Number:
	26

	Source:
	16. Conduct Appeal and Publish Result

	Received When:
	OFGEM make appeal decisions

	Flow Name:
	Authority Consent 
	Flow Number:
	28

	Source:
	Authority Consent Responses

	Received When:
	OFGEM make consent decisions

	Output Flows:

	Flow Name:
	Product Update
	Flow Number:
	27

	Destination:
	13. Update SPAA and/or products 

	Sent When:
	Decision to accept changes has been upheld.


	Procedure Description:

	Either when the SPAA Forum appeal window closes, or when the OFGEM appeals process is complete, or when Ofgem has given consent to an approved change, the decision(s) will be notified to SPAA CCA for action. 

Updates to the SPAA and/or Product Set will be necessary where for example:

· An appeal against rejection of a CP is upheld, or

· An appeal against acceptance of a CP is rejected, or 

· An appeal against the timing of a CP is upheld

Updates to the SPAA and/or Product Set will NOT be necessary where:

· An appeal against rejection of a CP is rejected, or

· An appeal against acceptance of a CP is upheld, or

The status of the CP will be updated in all cases.


Appendix 1. Change Proposal Form

Supply Point Administration Agreement Change Proposal (CP) Form
	CP NUMBER 

(Assigned by SPAA Change Control Administrator in format YY/NNN)

	ORIGINATOR DETAILS 

	Name: 

	Company: 

	Telephone Number: 
	Fax Number:

	Email address: 
	Date:

	Change Proposal Title

	

	SPAA Parties believed to be impacted: Domestic Supplier / I&C Supplier / Transporter *


	Proposal to Change:

Voluntary Schedule/Elective Schedule/Mandatory Schedule/SPAA Clause/SPAA Product *
(Changes to the status of existing schedules should be marked with the proposed NEW status.  Any proposal to add, delete or amend a mandatory schedule will be subject to Authority consent.)

	DESCRIPTION OF CHANGE 

(This section must clearly state the desired amendment to the SPAA. Append any attachments here.)

	

	BUSINESS JUSTIFICATION FOR CHANGE  

(Proposals should clearly state why the change is required and what benefits will arise as a result, for example: what benefit will there be for customers/suppliers/transporters; what evidence exists to suggest that this change is warranted?  Proposals should also clearly state the advantages and any disadvantages that will result and the extent to which the proposal is a net benefit to the gas industry. Changes submitted without sufficient justification details may be subject to rejection by the SPAA CCA) 

	


	How will the change proposal facilitate the SPAA relevant objectives?

Refer Standard Condition 34A of Gas Suppliers' Licence

	

	Proposed Implementation Date:

(The SPAA and its Products are subject to three formal releases per year in February, June and November, as shown in the Change Calendar issued by the SPAA EC from time to time.  Change initiators are requested to align with the release schedule unless circumstances dictate otherwise. Guidelines for suggesting implementation dates: 6 months minimum for changes impacting systems and software; 4 months minimum for changes impacting operational procedures; or 2 months minimum for changes to documentation only.  When a change decision is appealed, the elapsed time for implementation may become much shorter than anticipated due to the appeals process taking its course. Proposers may make provision for these circumstances by stating that the implementation date should be a minimum lead time from date of acceptance.)

	Is Change Subject to Authority Consent?
	Yes / No *

	IMPACT ASSESSMENT 

(Proposals should estimate the extent to which industry wide system development is likely to be required to fulfil the proposal, and an assessment of the capital and operating costs which might result.  Include assessments for both initial and ongoing costs and benefits)

	*


Please return completed forms to:

Appendix 2.  Change Response Form

	SPAA Change Proposal Voting and Comments Form

	This form should be used by all organisations to comment on SPAA Change Proposals which have been circulated for consultation.  Organisations entitled to vote (suppliers and transporters) should also record their acceptance or rejection of the change proposal.                                    

	Responses should include an assessment of the complete proposal (I.e. all associated changes) and comments on the Change Proposal drafting.  If the change is rejected then please supply a reason for rejection and/or an alternative solution.  Even if the change is rejected responses should state whether the proposed implementation date is acceptable.  If it is not please indicate the reasons why and an alternative date.

	CP NUMBER

	Change Proposal Title 

	 

	Proposed Implementation Date:

	Respondents Details:

	Name: 

	Company: 

	Class of party represented: 

Domestic Supplier / I&C Supplier / Transporter / Other (please specify)*

	Telephone Number: 
	Fax Number:

	Email address: 
	Date:

	SOLUTION VOTE: 

(Unless otherwise stated a vote will be assumed to apply to all licenses held by the voting Party in the class represented above)
	Accept / Reject *

	Comments / Rejection Reason / Alternative Solution

Identify any technical and/or business impact of the change proposal

	

	IMPLEMENTATION DATE VOTE:
	Accept / Reject *

	Comments / Rejection Reason / Alternative Date

Identify any implementation impact of the change proposal

	 

	* delete as appropriate

	Please return completed forms to: industrycodes@ofgem.gov.uk 


Appendix 3. Change Management - Object Definitions

The following tables give definitions of the objects, which appear in the Change Management end-to-end process diagram:

	CHANGE MANAGEMENT -  Swimlane Definitions:

	SPAA Party
	The individual or organisation who formally raises the Change Proposal

	Energywatch
	The statutory customer representative body

	SPAA CCA
	The SPAA Change Control Administrator

	SPAA EC
	The SPAA Executive Committee

	OFGEM
	The power industry regulator (the Authority)

	SPAA Forum
	A Forum of SPAA parties convened to adjudicate on appeals against SPAA EC decisions


	CHANGE MANAGEMENT - Event Definitions

	CP Raised
	A change proposal is formally raised either by a SPAA Party or energywatch and submitted to SPAA CCA

	15 Working Days prior to vote
	The date 15 working days before the next scheduled SPAA Change Voting Date is reached

	Change Voting Date
	The date upon which the period for voting on SPAA changes closes

	Voting outcome appeal period closes
	The period allowed for appeals against Change Proposal outcomes closes (10 days after Change Report received)

	Outcome Report Received
	Minutes of the SPAA Forum are received.

	Forum Appeal Period Closes
	The period allowed for appeals against SPAA Forum decisions closes (15 days after SPAA Forum Minutes received)

	Authority Consent Responses
	OFGEM responds to a request for consent to change one or more of the Authority’s clauses in the SPAA


	CHANGE MANAGEMENT - Result Definitions

	Liase with PCA
	SPAA CCA will discuss the details of the CP with the PCA (or energywatch) if further clarification is required

	Change Proposal Pack received for information
	The Change Proposal Pack distributed for information has been received

	Await Outcome
	Await the outcome of a Change Vote

	Receive Change Report
	The CP outcome, together with notification of any requirement for Authority consent, is communicated to interested parties and energywatch by way of the Change Report

	Request for Authority consent Received
	A request for consent to modify elements of products requiring Authority consent is received 

	No Appeal (to Outcome) 
	The Change Report is accepted

	Appeal Logged
	SPAA CCA registers an Appeal against a  Change Proposal Outcome

	No Appeal to Ofgem
	The decision of the SPAA Forum on the Change Proposal appeal is accepted

	Appeal  to OFGEM Logged
	SPAA CCA registers an Appeal against a SPAA Forum decision

	SPAA  Products Updated
	SPAA products are updated in accordance with one or more Change Proposals which have been accepted for implementation


Appendix 4. Change Management – Flow Definitions

	CHANGE MANAGEMENT - Flow Definitions

	Flow No.
	Flow Name
	Flow Description

	1 
	Change Proposal
	Change Proposal documentation from Originator to SPAA CCA

	2 
	CP Liaison
	SPAA CCA liase with PCA/energywatch originator

	3 
	CP Details
	Details of the Change Proposal to be progressed

	4 
	Time to do 3
	Temporal trigger for process 3

	5 
	CP Pack
	A Pack of one or more Change Proposals

	6 
	Await Outcome                                                       
	Party awaits the outcome of a Change Vote where it has decided not to participate in the vote

	7 
	Decision to vote
	Party decides on vote

	8 
	Vote and Comments
	Party e-mails  votes on CP Pack with optional comments

	9 
	Time to do 7
	Temporal trigger for process 7

	10 
	Prepare Change Report
	SPAA CCA  prepares  Change Report 

	11 
	Issue Change Report
	SPAA CCA issues Change Report to  SPAA Parties, SPAA EC, Ofgem and energywatch (including request for Authority Consent where required)

	12 
	Change Report Review
	SPAA Party considers whether to appeal a Change Vote outcome

	13 
	SPAA Party No Appeal
	SPAA Party decides not to appeal a Change Vote outcome.

	14 
	SPAA Party Appeal
	 SPAA Party decides to appeal a Change Vote outcome

	15 
	Log Appeal
	SPAA CCA logs the appeal

	16 
	Time to do 11
	Temporal trigger for procedure 11

	17 
	SPAA Forum Arrangements
	Time, venue and agenda for SPAA Forum, including details of CPs being appealed

	18 
	SPAA and/or Products not under appeal
	Details of the CPs where the Change Vote outcome has been accepted

	19 
	Appeal decision
	SPAA Forum communicates appeal decision to SPAA Parties, Ofgem and energywatch

	20 
	SPAA Forum Appeal Decision Accepted
	SPAA Party decides not to appeal Forum decision to OFGEM

	21 
	SPAA Forum Appeal Decision Rejected
	SPAA Party decides to appeal Forum decision to OFGEM

	22 
	OFGEM Appeal Details 
	Details of CPs being appealed to OFGEM


	23 
	OFGEM Appeal Notification
	OFGEM notify SPAA CCA of appeal

	24 
	Appeal Logged
	SPAA CCA logs OFGEM appeal

	25 
	SPAA Forum Appeal Period Closes
	Period allowed for SPAA Forum appeal closes

	26 
	OFGEM Appeal Decision
	OFGEM notify SPAA CCA of appeal decision

	27 
	Product Update
	SPAA CCA updates SPAA products after appeal

	28 
	Authority Consent
	Authority consent received

	29 
	Products Updated
	SPAA Products updated


Appendix 5. Diagram Object Definitions

The following objects are used in the end-to-end process diagram: 
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	Represents an Organisational Unit;
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	Something which happens outside the scope of this process diagram, which triggers a procedure to be executed;
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Internal Event
	
	Something which happens within the scope of this process diagram, which triggers a procedure to be executed;
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Internal Result
	
	A tangible output from a procedure, which remains within the scope of this diagram;
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	A tangible output from a procedure, which is delivered outside the scope of this diagram;
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Mandatory Flow
	
	An unconditional flow of control between two procedures, an event and a procedure, or a procedure and a result;
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	A conditional flow of control between two procedures, an event and a procedure, or a procedure and a result;
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	Only one of the optional flows crossed by the exclusivity symbol will be sent, depending on an internal condition in the procedure
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Procedure
	
	A discrete set of actions with at least one trigger, producing a result and/or transferring control to another procedure



	Process Break
	
	A break in the flow of processing requiring a trigger to restart



	Page Connector
	
	A transfer of control to/from another diagram page




	Follow-on
	
	A flow to/from a Process Break or Page Connector




Appendix 6. End-to-end Process Diagrams

The SPAA Change Management Process

The diagrams representing the end-to-end process for Change Management are shown on the following 2 pages.
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