
Framework Contract for the Provision of Non-Code User Pays Services

Schedule 2 – Services Schedule Change Procedure
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Guidance Notes

Process flow diagrams are for illustration and provide only a summary of the Services Schedule Change Procedure within the Non-Code User Pays 

Contract. For a more detailed overview of the process please see the contractual documents on the Joint Office website

All decisions made by the Relevant Governance Committee (UPUC or UPUCSG) are made in line with their applicable Terms of Reference (also 

available on Joint Office website)

If you require any further information on the above process please contact xoserve.userpays@xoserve.com
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Framework Contract for the Provision of Non-Code User Pays Services

Schedule 2 – Services Schedule Change Procedure

Section 2 – Raising a Service Change
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UPUC or UPUCSG 
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Framework Contract for the Provision of Non-Code User Pays Services

Schedule 2 – Services Schedule Change Procedure

Sections 3 & 4 – Preparing and Agreeing an Evaluation Quotation Report
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UPUC or UPUCSG 
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Framework Contract for the Provision of Non-Code User Pays Services

Schedule 2 – Services Schedule Change Procedure

Sections 5 & 6 – Preparing and Agreeing a Business Evaluation Report
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UPUCSG notifies 

xoserve of approval 

of BER and chosen 

option

Framework Contract for the Provision of Non-Code User Pays Services

Schedule 2 – Services Schedule Change Procedure

Sections 7 & 8 – Development and Implementation, Post Investment Appraisal 

U
P

U
C

 /
 U

P
U

C
S

G
x

o
s

e
rv

e

Acknowledge 

receipt of chosen 

design option

Does 

BER include any 

required Contract 

Changes or changes 

to the 

ACS?

U
P

C
E

G
O

F
G

E
M

Refer Contract 

Changes to 

UPCEG for 

considerationACS Changes 

Obtain DN & NTS 

approval (2 weeks)

Review & Approve 

Contract Changes

Review & Approve 

ACS Changes

(28 days)

Proceed with 

implementation of 

chosen Design Option 

from approved BER

Provide ongoing 

progress reports to 

UPUC(SG) including 

timescales & 

budgets

Complete 

Implementa

tion of 

chosen 

Design 

Option

Complete post 

implementation 

appraisal and 

provide report to 

UPUCSG

2-4 weeks

Has 

implementation 

funding been 

agreed?

Agree funding

Yes

No

No

15.03.10

15.03.10

06.05.10

31.03.10

Analysis / Design & Delivery 3-5 weeks

21.04.10 - 05.05.10
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