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Please use this form to update the project with your contact details to ensure that all communications shared from the project are cascaded accordingly.

If you are providing details of other named individuals, please make sure that they are aware their details have shared. There may also be a need to make sure that your IT department do not block communication from the email addresses detailed at the bottom of this form.

If you have any questions regarding the attached, please do not hesitate to contact us. An example has been provided below to assist in the completion of this document. Please amend and update accordingly.	

MANDATORY INFORMATION REQUIRED TO COMMUNICATE THE CHANGE(S)

	COMPANY NAME:
	A N EXAMPLE COMPANY

	CONTACTS:
	MAIN
	SECONDARY
	OTHER

	NAME:
	JOHN SMITH
	JANE SMITH
	JOE BLOGGS

	JOB TITLE:
	COMPANY DIRECTOR
	TRAINING MANAGER
	COMMS MGR

	DEPARTMENT:
	LEADERSHIP TEAM
	COMPANY TRAINING
	COMPANY COMMS DEPT

	LANDLINE:
	01234 456789
	01234 789456
	01234 495867

	MOBILE:
	+44 7850 ******
	+44 7850 ******
	+44 7850 ******

	EMAIL ADDRESS:
	JOHN.SMITH@ANEXAMPLE.COM
	JANE.SMITH@ANEXAMPLE.COM
	JOE.BLOGGS@ANEXAMPLE.COM

	POSTAL ADDRESS:
	1 BIG WIG OFFICE
	2 GET SORTED
	3 THE WORLD

	
	COMPANY LANE
	TRAINING LANE
	COMMUNICATION ALLEY

	
	SOMEWHERE
	SOMEWHERE
	SOMEWHERE

	
	SW1 2NW
	SW1 2NW
	SW1 2NW

	PREFERRED CONTACT METHOD(S):
	FACE TO FACE WITH PROGRAMME REP
	EMAIL / CALL
	EMAIL / WORKSHOP

	INFORMATION REQUIRED:

(WHAT DO YOU WANT TO HEAR ABOUT)
	HIGH LEVEL INFO
	TRAINING INFORMATION
	ALL ITEMS SO THAT CAN CASCADE THROUGHOUT THE COMPANY TO THE CORRECT AUDIENCE

	
	FACTS & FIGURES
	DELEGATE REQUIREMENTS
	

	
	REPORTS ON PROGRESS
	
	

	EXTRA INFORMATION:
	HAVE REGULAR MEETINGS IN THE COMPANY THAT WOULD BENEFIT THE PROJECT TO KNOW ABOUT
	CONTACT ONLY FOR TRAINING
	AGREE PLAN

	PLATFORMS AVAILABLE
	MS TEAMS
ZOOM
[bookmark: _GoBack]AN OTHER
	MS TEAMS
ZOOM
	MS TEAMS
ZOOM




Signed: …………….……………………………………...…  Date: ……………………………………………………..

Please Respond to:

SAI (AC) Project Email:	AC-SAI@networkrail.co.uk
Business Change Email:	ESDSAISupport@networkrail.co.uk
Network Rail Infrastructure Limited Registered Office: Network Rail, 2nd Floor, One Eversholt Street, London, NW1 2DN Registered in England and Wales No. 2904587 www.networkrail.co.uk
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