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5 Steps in Creating Contract Variation Request 
In order to process contract variation, Consultant creates Variation Request, attaches supporting documents and submits variation request to 

ADB.  User Division may also initiate a variation request based on the changing needs of the project. If variation includes both routine-

standard changes and discretionary changes, consultant will be advised to split the variation into routine and discretionary.   
 

CMS simplifies the Creation of Contract Variations into 5 steps, as discussed in this Quick Reference Guide (QRG).  

1. Launching the Consultant Management 

System (CMS) brings you to the CMS’s 

landing screen. You can start creating 

Variation Request by clicking the 

Contracts tab.  

2. Click on the Contract Number that 

you would like to create a contract 

variation with.  This is where you will 

create a CMS contract variation. 

3. In the Profile screen, select the 

Variations tab. 

4. Create a Variation Request by clicking 

the Create Variation Request button. 

The Variation Request page opens. 

STEP 2. CHOOSE THE VARIATION TYPE 

 

1. Go to Variation Request tab to enter 

variation request information. 

2. Enter Variation Title. 

3. Indicate the Variation Type to be 

included in the variation request by 

clicking on the applicable check boxes. 

a. Change in Profile Variation Type 

can be used to change the 

Commencement Date and 

Completion Date of your contract. 

b. Change in TOR Variation Type is 

applicable if you would like to revise 

the Objective and Purpose of the 

Assignment, Scope of Work, Detailed 

Tasks and/or Expected Output, 

Minimum Qualification Requirements, 

Deliverables and Schedule and Places 

of Assignment. 

c. Change in Contract Terms 

Variation Type can be selected if 

there is a need to modify your 

Contact Information, Remuneration 

Rate and Reimbursable Expenses/

Contingency. 

 3a 

 3b 

 3c 
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STEP 2. CHOOSE THE VARIATION TYPE (CONT’D) 

4. Enter Justification for the contract 
variation.   
a. You can attach a document 

containing the justification for the 
contract changes by clicking the Add 
Attachment button. 

5. Save your Contract Variation request by 
clicking the Save button. 
a. A Confirmation message will be 

displayed “All changes have been 
saved successfully”. 

 4a 

 5a 

STEP 3. ENTER CHANGES IN THE CONTRACT INFORMATION 

1. Enter Changes in Profile 
This form displays the contract profile 

information.  Changes in Contract 

Commencement Date and Completion 

Date can be done in this form. 

a. New Commencement Date is 

shown only if “Change in 

Commencement Date” variation type 

is selected. Use this to enter the new 

commencement date. 

b. New Completion Date is shown 

only if “Change in Completion Date” 

variation type is selected.  Use this to 

enter the new completion date.    

c. Use the Add Attachment icon to 

upload supporting documents. 

2. Save your changes. 

a. A Confirmation message will be 
displayed “All changes have been 
saved successfully”. 

 
 1a  

 1c 

1b 

3. Enter Changes in TOR 
This form allows you to review and 

revise your contract’s terms of 

reference and information.  

a. Terms of Reference zone is used 

to modify terms of reference’s basic 

information such as Objective and 

Purpose of the Assignment, Scope of 

Work, Detailed Tasks and/or 

Expected Output and Minimum 

Qualification Requirements. Minor 

changes in the Terms of Reference 

needs an approval from your User 

Division, hence, major modifications 

in the TOR requires approval from 

OSFMD. 

 2a 

 3a 

John Doe (AUS) 
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STEP 3. ENTER CHANGES IN THE CONTRACT INFORMATION (CONT’D) 

b. Deliverables zone is used to revise 

deliverables submission for the 

current active contract. 

c. Schedule and Places of 

Assignment zone is used to modify 

schedule and places of your 

assignment. 

d. Supporting Documents zone is 

used to add supporting documents. 

Files will be attached by clicking the 

Add Attachment button.   

A submitted deliverable cannot be 

deleted but it can still be edited as 

long as it is not yet accepted or paid 

by ADB.  If a deliverable is deleted, 

its link with a payment milestone should be 

automatically removed as well.  There should 

be at least 1 deliverable in the TOR. 

 3b 

 

 3d 

5. Enter changes in Contract Terms 
This tab contains a series of sub-tabs 
which allows you to revise your details, 
remuneration, expenses and payment 
schedule. 
a. The Consultant sub-tab will allow 

you to edit your basic information. 
b. To start editing your information, 

under the Proposed Changes, tick the 
check box of Use Default 
Information. 

6. Save your changes. 

a. A Confirmation message will be   
displayed “All changes have been 
saved successfully”. 

3c 

4. Save your changes. 

a. A Confirmation message will be   
displayed “All changes have been 
saved successfully”. 

 4a 

 5a 

 5b 

John Doe 

john_doe@aol.com 

john_doe@aol.com 



STEP 3. ENTER CHANGES IN THE CONTRACT INFORMATION (CONT’D) 
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7. The Remuneration sub-tab is used to 

modify your inputs and remuneration rate. 

The header line will show whether the 

consultant is International or National.  

The Revise Rate button will be 

shown only if the “Change in 

Remuneration Rate” variation type 

is selected.  This can be used to 

revise the remuneration rate.  It adds a new 

row at the bottom with editable inputs and 

rate fields under this Variation section.  

OSFMD needs to approve/process all rate 

changes.  

8. The Expenses sub-menu allows you to 

revise the out-of-pocket expense items and 

contingency. 

c. Expense Items zone is used to revise 

the out-of-pocket expense items. To 

add an item, click the Add Expense 

Item button.  New lines of out-of-

pocket expenses that are not travel 

related has to be approved/processed 

by OSFMD.  

d. The Insurance zone displays the  

insurance for the contract and will only  

appear for independent consultants or 

those that will be  engaged directly.  

e. The Contingency zone modifies the 

contingencies.  Contingency amount is 

updated automatically for FX   losses.  

To add a contingency, click the Add 

Contingency button. OSFMD needs to 

approve/process all contingency   

changes. 

John Doe 

John Doe 

John Doe 

 9a 

 9b 

 9c 

 9d 

 9e 

9. The Payment Schedule sub-tab allows 

you to view the payment schedule. This 

contains several zones which includes the 

following: 

a. The Payment Schedule zone displays 

the payment method information and is 

read-only.   

b. Remuneration zone displays the  

remuneration information entered in the 

Remuneration tab and is read-only.  

c. Expense Items zone displays the 

reimbursable expenses entered in the 

Expenses tab and is read-only.   

d. The Insurance zone displays the  

insurance for the contract and will only 

appear for independent consultants or 

those that will be engaged directly.  

e. Contingency zone displays the     

contingency entered in the Expenses 

tab and is read-only. 



STEP 4. VERIFY AND SUBMIT CONTRACT VARIATION REQUEST 

111   

Page | 5 

1. Go to Verify and Submit 

2. Select the Verify button to check the 

variation request for any inconsistencies 

and if it complies with the provided set 

of business rules. 

a. If Error is found, read the Message 

then select the Jump icon to make 

the necessary changes. Save then 

go to Verify and Submit tab and 

select Verify button again to check if 

the error has been cleared. 

b. If Warning is found, read the 

Message and leave Comments then 

Save to be able to continue with 

your request. 

3. If no Error and Warning is found, you 

can submit the Variation request by 

clicking the Submit button. 

4. Successful submission of the variation 

request will provide a Confirmation 

message and will change its Status to 

Reviewing Variation Request. 

CONTACT INFORMATION 

 For user/technical support  

 OIST Help Desk ext. 5555 

CMS IT User Support - cmshelp@adb.org 

Training Materials - http://cmstutor 

 For training schedule and enrolment 

Karen Horton ext. 5712      Michael Barrientos ext. 70818 

Karl Lomibao ext. 70288      Christine Joy Abella ext. 70557 

                           Or visit http://ittutor 

 

STEP 5. RESPOND TO VARIATION ORDER NOTICES AND REVIEW VARIATION ORDER LETTER  

1. Variation Order tab is used to view 

the variation order letter sent by ADB 

and to respond to it as well.   

2. After submitting the Variation Request, 

the Project Team Member will send you 

a Variation Order Summary Notice 

to inform you that ADB will process the 

changes in your contract and it requires 

your confirmation.  

3. Once the Project Team Lead approves 

your variation request and has been 

concluded, the system will automatically 

generate and send the Final Variation 

Order Letter to you in PDF format. 

Review the draft Variation Order 

Summary Notice and submit your 

response within 3 working days.  If 

the response period lapsed, ADB 

will perceive that you are in agreement and 

variation will be processed.  Send your 

clarifications, if any, to ADB via the Messages 

facility.  

John Doe 


