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Background 

The Financial Services Act 2010 gave the Money Advice Service (MAS) objectives to enhance the 
understanding and knowledge of members of the public of financial matters and the ability of members 
of the public to manage their own financial affairs. Subsequently, in the Financial Services Act 2012, 
MAS was given a further statutory duty to work with partners to improve the availability, quality and 
consistency of debt advice across the UK.  

The Single Financial Guidance Body (SFGB) will have a strategic function to improve the ability of 
members of the public to manage debt across the UK and for the funding of services in England.  MAS 
anticipates the SFGB will be in place in late 2018 and is committed to playing its part in delivering a 
smooth transfer of functions between the respective bodies.  

Executive summary 

The Equality Act 2010 places a ‘General Duty’ on all public bodies to have ‘due regard’ to: 

 Eliminating discrimination, harassment and victimisation and any other conduct prohibited under 
the Act 

 Advancing equality of opportunity between those with ‘protected characteristics’ and those without 
them 

 Fostering good relations between those with ‘protected characteristics’ and those without them. 

There is also a ‘Specific Duty’ to publish information about people affected by the policies and practices 
of the public body.   

Although the Money Advice Service is not a public body subject to General or Specific Duty we have 
committed to undertaking and publishing Equalities Impact Assessments on a voluntary basis. 

 

Policies / Practices / Projects / Strategies / Decisions 
An EA should be conducted on any policy, practice, project, strategy or decision which could impact on 
people with protected characteristics.  For the purposes of this document, these will be referred to as 
policies.  
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Protected Characteristics: Definitions 

Throughout this guidance there is reference to 'protected characteristics'. The following provides more 
information on each of the nine protected characteristics. 

Age: Where this is referred to, it refers to a person belonging to a particular age (e.g. 32 years old) or 
range of ages (e.g. 18 - 30 years old). 

Disability: A person has a disability if s/he has a physical or mental impairment which has a substantial 
and long-term adverse effect on that person's ability to carry out normal day-to-day activities. 

Gender reassignment: The process of transitioning from one gender to another. 

Marriage and civil partnership: Marriage is no longer defined as a 'union between a man and a woman' 
but now includes marriage between same- sex couples. Same-sex couples can also have their 
relationships legally recognised as 'civil partnerships'.  Civil partners must be treated the same as 
married couples on a wide range of legal matters. 

Pregnancy and maternity: Pregnancy is the condition of being pregnant or expecting a baby. Maternity 
refers to the period after the birth, and is linked to maternity leave in the employment context. In the 
non-work context, protection against maternity discrimination is for 26 weeks after giving birth, and this 
includes treating a woman unfavorably because she is breastfeeding. 

Race: Refers to the protected characteristic of Race. It refers to a group of people defined by their race, 
colour, and nationality (including citizenship) ethnic or national origins. 

Religion and belief: Religion has the meaning usually given to it but belief includes religious and 
philosophical beliefs including lack of belief (e.g. Atheism). Generally, a belief should affect your life 
choices or the way you live for it to be included in the definition.   

Sex: A man or a woman. 

Sexual orientation: Whether a person's sexual attraction is towards their own sex, the opposite sex or 
to both sexes.  

More detailed definitions of these protected characteristics can be found on the Office of Public Sector 
Information website. 

 

 

 

 

  

http://www.opsi.gov.uk/acts/acts2010/ukpga_20100015_en_3#pt2-ch1
http://www.opsi.gov.uk/acts/acts2010/ukpga_20100015_en_3#pt2-ch1


 

 
moneyadviceservice.org.uk 

EA Stage 1: Relevance Assessment 

 

Policy title and purpose 
(brief outline): 

   

The Money Advice Service’s 2018/19 Business Plan 

Name of person drafting: Erika Helps/ Daragh Bogan 

Department or Team: 

 

Debt team/ Planning & Change 

Date: 

 

12.03.18 

 

1. Please provide a brief description of the policy.   

For example, what is the overall objective of the policy, what are the stated aims (including who the 
intended beneficiaries are), a broad description of how this will be achieved, what the measure(s) of 
success will be, and any relevant time frame? 

The Money Advice Service changes lives by helping people make the most of their money.  We use 
evidence to understand who, across the UK, most needs help.  We find out what works and then use 
these insights to improve the ability of people to manage their money either directly or through 
partners, targeting resources where appropriate.   

In 2015 the Money Advice Service set out its view of the financial guidance landscape and the gaps it 
intended to fill over the course of a three-year Corporate Strategy, beginning in April 2016. 

2018/19 is both the last year of that Corporate Strategy period and the last year of the Money Advice 
Service, which, subject to the will of Parliament, will be replaced by a single financial guidance body 
(SFGB) at some point during the course of the year. 

The 2018/19 business plan focuses MAS activity for the year on: 

1. building on the momentum behind our financial capability work and helping over 10 
million people with financial guidance; 

2. increasing the provision of high-quality, free-to-client debt advice; 

3. with the debt sector, working through and driving forward the recommendations from Peter 
Wyman’s independent review of debt advice funding; 
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4. delivering changes to how we commission free debt advice, based on our 
strategic approach to commissioning; 

5. using the experience of our 63 What Works Projects, the evidence assembled on our 
Evidence Hub, and the insight from our Financial Capability Lab, to ensure interventions 
that are funded and delivered really improve the money management skills of people 
across the UK; 

6. understanding effective ways of encouraging people to save via the workplace and 
how fintech can improve the money management behaviours of those who need it 
most; and 

7. developing plans to commission and fund interventions to build the financial 
capability of working adults and of children and young people. 

MAS sets out both short and long-term success criteria in Chapter 6 of the plan.  Our detailed 
measures for 18/19 are grouped as follows: 

• Delivering through others;  

• Earlier and wider access to debt advice;  

• More people budgeting and saving;  

• Better access to guidance and advice; 

• Widening and improving financial education; 

• Corporate and transition commitments. 

The business plan represents the high-level work plan for MAS in 18/19.  Further impact assessments 
will be undertaken on the activities and policy developments proposed therein.  

 

2. We aim to engage with people with protected characteristics under the Equality Act 2010 
identified as being relevant to the policy.   What steps have you taken to engage with 
stakeholders, both internally and externally? 

The Business Plan and associated strategies have been developed with the benefit of extensive 
consumer insight and evaluation including those with protected characteristics.  This includes services 
and research commissioned by MAS and also formal and anecdotal evidence shared with us by 
external stakeholders. With reference to the 2018/19 business plan we consulted informally with 
more than 20 organisations through one-on-one meetings. 

The law requires us to consult as part of the business planning process with the Practitioner Panels 
and Consumer Panel that support and advise the FCA; HM Treasury; and the Department for 
Business, Enterprise and Industrial Strategy.  We fulfilled these obligations and received useful input 
from statutory consultees. 
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Between 20 December 2017 and 5 February 2018, we published a public consultation on the draft 
version of this business plan. We received 26 responses from a diverse range of public, private and 
voluntary sector stakeholders.  Six were from public sector organisations, eight from organisations 
representing the private sector, and 12 from the voluntary sector. 

We extend our thanks to all of those who shared their insight and worked with us to shape our final 
draft. 

While all of MAS policy and activity is fully inclusive aimed at supporting all members of the public, we 
have had due regard to the additional needs of particular groups by extending our reach through 
partnerships.  Our What Works projects seek to learn directly from cohorts of children and young 
people, young adults, working-age people and older people in retirement, cross cutting “hard to 
reach” groups, pregnant young women and those experiencing mental ill health we have funded and 
partnered with a range of expert organisations already working with these groups.   

 

 

3. Our decisions must be based on robust evidence.  What evidence base have you used?  Please 
list your sources.  Do you consider the evidence to be strong, satisfactory or weak and are there 
any gaps in evidence? 

Our business plan is based upon an extensive sector wide evidence including evidence, where 
available, of the profile of people using MAS services compared to the general population. Many of 
these are public sources which are published on the MAS and the UK financial capability websites but 
there are others which have been shared with us for which we are grateful.  We share our evidence 
through the Evidence Hub and encourage others to do the same – learning from what works and 
what doesn’t help us move forward more quickly on the basis of consensus. 

We are committed to undertaking impact assessments on new workstreams and projects where we 
already recognise or identify evidence gaps and will continue to build upon our test and learn 
approach in 2018/19 to ensure that service and policy development prioritise the needs of those with 
particular protected characteristics and/or vulnerabilities to the consequences of poor financial 
circumstances.   

 

  

http://www.fincap.org.uk/evidence_hub
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4. Impact – Screening process for relevance to diversity and equality issues. Please X as 
appropriate. 

Does this policy have any relevance to: Positive Negative None/ 
Negligible 

Age X   

Disability X   

Gender reassignment   X 

Marriage and civil partnership X   

Pregnancy and maternity X   

Race X   

Religion or belief   X 

Sex X   

Sexual orientation   X 

If you have identified any impacts (other than negligible ones), positive or negative, on any group 
with protected characteristics, please complete Part 2. 

Only if there are no or negligible impacts should you go straight to part 3 and sign off the EA.  
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EA Stage 2: Full Equality Assessment 

Impact 

Please complete the next sections to show how this policy could have an impact (positive or negative) 
on the protected groups under the Equality Act 2010. 

Lack of evidence is not a reason for not progressing to carrying out an EA. Please highlight any gaps in 
evidence that you have identified and explain how/if you intend to fill these gaps. 

5.1 Do you think this policy will have a positive or negative impact on people because of their age? 

Age 

 

Positive Negative None / 
Negligible 

Reasons for your decision (including evidence) / 
How might it impact? 

Younger people 

(Children and 
young people, 
up to 18) 

Y   For the past two years we have already been 
addressing the financial capability for children 
and young people.  We have looked at need 
through separate lenses, looking at children and 
young people (and their parents) overall; tracking 
a cohort of 15-17-year-olds for three years to 
examine their transition to adulthood; conducted 
analysis of the 1970 British Cohort Study; 
undertaken the Talk, Learn, Do pilot and 
examined the needs of vulnerable children and 
young people through a literature review.  We 
will use these pieces of evidence to form a 
statement of needs for our 2018 commissioning 
plan for children and young people which we 
expect to benefit this group. 

CACI over-indebtedness data indicates families 
with children and particularly larger families are 
more likely than other demographic groups to be 
over-indebted.   

We are targeting debt advice towards families 
already experiencing financial difficulty or who 
may be more likely to experience financial 
difficulty due to macro-environmental factors 
which are expected to impact during the lifetime 
of the strategy, such as mortgage interest rises 
and welfare reform.  It is expected to benefit the 
dependent children in those families as will our 
objectives related to getting more people within 
this group to manage their money and credit well 
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and to build resilience by saving more and 
protecting themselves against income shocks.   

People 18- 54 

 

Y   Around 21 million working people have less than 
£500 in savings and are, therefore, highly 
exposed to financial shocks.  Less than three in 
ten of the working age population have savings of 
3 months income or more.  The Financial 
Capability Survey suggests the key priority for 
people in this group is to focus on building 
resilience, saving for the future, planning ahead 
and managing life events.  We will determine 
impact measures with financial capability 
partners and our 18/19 financial capability survey 
will establish whether the UK strategy is making a 
difference.  

Over- indebtedness statistics indicates that this 
every sub group within this range is more likely to 
be overindebted.   

Chapter 3 of the business plan identifies three 
working age cohorts; groups of young adults aged 
between 18-24; young couples and families aged 
25-34; and, middle-aged couples and families 
using a segmented approach.  We will assess the 
impact of the interventions under the What 
Works fund and other initiatives during the year 
and publish our findings on the Evidence Hub. 

People aged 
55+ 

Y   Although our Corporate Strategy has focused 
proactively on other groups we have worked 
directly and through others to understand and 
deliver support for people over 55.  MAS funded 
research with Age UK will report in Spring 2018 
and priority actions will be identified thereafter. 
Changes to the adult Financial Capability Survey 
in 2018 will further inform the design of 
interventions for this particular group.  MAS 
regards the widened remit of the SFGB as an 
opportunity to prioritise the needs of people 
aged 55 and over.  
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5.2 Because they are disabled?  

Disability 

 

Positive Negative None / 
Negligible 

Reasons for your decision (including evidence) / 
How might it impact? 

Visual 
impairment 

Y   The Money Advice Service is committed to 
providing a website that is accessible to the 
widest possible audience, regardless of disability, 
capability or technology. 

We also routinely check web pages – when 
amendments are made to existing pages and 
when new pages are released - to ensure that 
they meet accessibility requirements, and we 
respond positively to feedback regarding the 
accessibility of any of our pages and services. 

Our Strategic Approach to Debt Advice 
Commissioning prioritises people with a newly 
diagnosed long-term health condition, regardless 
of its nature, where this has the potential to 
impact on a person’s financial circumstances to 
ensure that, as far as possible, people facing a 
significant life event will have access to debt 
advice either at that point in time or have 
increased awareness of free debt advice services 
should they need them subsequently. 

The debt advice commissioning strategy also 
promotes the need for debt advice to be 
embedded as part of a holistic service or with 
mature referral processes which can ensure 
peoples additional needs are met, this will 
include additional needs relating to mental or 
physical disability. 

There is extensive evidence on the links between 
debt problems and mental health.  Mental health 
has therefore been acknowledged in the strategy 
as a cross cutting theme.  Single people with 
severe mental health problems have been 
included in our list of target groups for debt 
advice.  This reflects their particularly high levels 
of social isolation and their over-representation 
within the over-indebted population. 

Hearing 
impairment 

Y   

Physical 
disability 

Y   

Learning 
disability 

Y   

Mental health 
problem  

Y   

Other 
impairments 
issues 

Y   
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A number of our What Works projects focus on 
the financial capability of people with mental 
health issues and another pilot is testing and 
evaluating a face-to-face service with blind and 
partially sighted children. 

In 2018/19 as part of our commitment to the 
Public Sector Equality Duty, MAS will begin a 
series of Deep Dives to better understand our 
clients’ needs so we can respond accordingly, 
should specific needs emerge.  The first of these 
will focus on people with disabilities and 
influence future commissioning. 

5.3  Because of their gender (man or woman)? 

Gender  Positive Negative None / 
Negligible 

Reason for your decision (including evidence)/ 
How might it impact? 

Male   Y By committing to continue to provide 
unconditional access to free money advice and 
guidance services we ensure nobody outside our 
target groups is disadvantaged in terms of access 
to services. 

Female Y   MAS over-indebtedness figures show a greater 
proportion of women are experiencing over-
indebtedness.  Women are more likely to have 
recently experienced domestic abuse. Our focus 
on families will also impact positively on women 
as the vast majority of one parent families are 
headed by a woman. 

Our Strategic Approach to Commissioning Debt 
Advice has a cross-cutting focus on over-indebted 
people on low incomes which can reasonably be 
expected to impact positively on women given 
the gender income gap. 

Women are also more likely to use free debt 
advice services as evidenced by current client 
profile statistics. 
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5.4  Because they are transgender? 

Transgender Positive Negative None / 
Negligible 

Reason for your decision (including evidence) / 
How might it impact? 

 

 

  Y By committing to continue to provide 
unconditional access to free money advice and 
guidance services we ensure nobody outside our 
target groups is disadvantaged in terms of access 
to services. 

 

5.5   Because of their marriage or civil partnership? 

Marriage and 
Civil 
Partnership 

Positive Negative None / 
Negligible 

Reason for your decision (including evidence)/ 
How might it impact? 

Marriage Y   Marriage and civil partnerships represent 
significant personal and financial transition.  
Ceremonies themselves are often high cost 
events with the potential to lead to debt.  
Conversely death of a partner, divorce or 
separation may also lead to financial difficulty.  
MAS provides a range of online tools for those 
contemplating or experiencing these life events 
supported by telephone money advice and multi-
channel debt provision. 

Civil 
Partnership 

Y   

 

5.6   Because of their pregnancy or maternity? 

Pregnancy and 
Maternity 

Positive Negative None / 
Negligible 

Reason for your decision (including evidence) / 
How might it impact? 

Pregnancy 

 

Y   Pregnancy and maternity are likely to may 
trigger additional and/or anticipatory 
expenditure as well as potential for fluctuation in 
household income which may trigger a need for 
financial review or debt advice.   MAS provides a 
range of online tools for those contemplating or 
experiencing pregnancy and maternity 
supported by telephone money advice and 
multi-channel debt provision.  We are also 
learning from a  

Maternity (the 
period after 
birth) 

Y   
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5.7 Because of their race?  

Race Positive Negative None / 
Negligible 

Reason for your decision (including evidence) / 
How might it impact? 

Ethnic 
minority 
people e.g. 
Asian, Black 
etc. 

Y   By committing to continue to provide 
unconditional access to free money advice and 
guidance services we ensure nobody outside our 
target groups is disadvantaged in terms of access 
to services. The evidence we currently have 
available to us suggests our Business Plan 
intentions would have no/minimal positive or 
negative impact the BME population, however, in 
2018/19, as part of our commitment to the 
Public Sector Equality Duty, MAS will begin a 
planned series of Deep Dives to better 
understand our clients’ needs so we can respond 
accordingly, should specific needs emerge. The 
second of our Deep Dives will focus on our BME 
clients improving our future evidence base.  This 
work to improve our understanding of the needs 
of this particular group will influence future 
commissioning. 

National Origin 
e.g. Welsh, 
English etc. 

Y   The devolution of debt advice funding to 
Scotland, Northern Ireland and Wales with the 
transition to the SFGB means that our work to 
ensure the seamless transfer of services and 
funding to those administrations has no negative 
impact on people of and in those nations.  We 
will continue to undertake financial capability 
work across the UK and will work closely with 
national stakeholders to ensure we meet their 
needs.  Our Talk, Learn, Do project in Wales will 
report in 2018 and MAS continues to co-ordinate 
the Scottish Financial Education forum reflecting 
national differences in the education process.  
Our Welsh Language Policy demonstrates our 
commitment to service delivery in Welsh. 

Asylum Seeker 
and Refugees 

  Y By committing to continue to provide 
unconditional access to free money advice and 
guidance services we ensure nobody outside our 
target groups is disadvantaged in terms of access 
to services. 
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Gypsies and 
Travellers 

  Y By committing to continue to provide 
unconditional access to free money advice and 
guidance services we ensure nobody outside our 
target groups is disadvantaged in terms of access 
to services. 

Migrants   Y By committing to continue to provide 
unconditional access to free money advice and 
guidance services we ensure nobody outside our 
target groups is disadvantaged in terms of access 
to services. 

5.8  Because of their religion and belief or non-belief?  

 

Religion and 
belief or non – 
belief 

Positive Negative 

 

 

None / 
Negligible 

Reason for your decision (including evidence)/ 
How might it impact? 

Different 
religious 
groups 
including 
Muslims, Jews, 
Christians, 
Sikhs, 
Buddhists, 
Hindus. 

Others (please 
specify)  

  Y By committing to continue to provide 
unconditional access to free money advice and 
guidance services we ensure nobody outside our 
target groups is disadvantaged in terms of access 
to services. 

Belief e.g. 
Humanists 

  Y By committing to continue to provide 
unconditional access to free money advice and 
guidance services we ensure nobody outside our 
target groups is disadvantaged in terms of access 
to services. 

Non-belief   Y By committing to continue to provide 
unconditional access to free money advice and 
guidance services we ensure nobody outside our 
target groups is disadvantaged in terms of access 
to services. 
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5.9 Because of their sexual orientation? 

Sexual 
Orientation 

 

Positive Negative None / 
Negligible 

Reason for your decision (including evidence)/ 
How might it impact? 

Gay men   Y By committing to continue to provide 
unconditional access to free money advice and 
guidance services we ensure nobody outside our 
target groups is disadvantaged in terms of access 
to services. 

Lesbians   Y By committing to continue to provide 
unconditional access to free money advice and 
guidance services we ensure nobody outside our 
target groups is disadvantaged in terms of access 
to services. 

Bi-sexual   Y By committing to continue to provide 
unconditional access to free money advice and 
guidance services we ensure nobody outside our 
target groups is disadvantaged in terms of access 
to services. 

 

5.10  Do you think that this policy will have a positive or negative impact on people’s human rights?  

Human Rights 

 

Positive Negative None / 
Negligible 

Reason for your decision (including evidence) / 
How might it impact? 

Human Rights 
including 
Human Rights 
Act and UN 
Conventions 

Y   Financial exclusion and poverty are key barriers 
to people accessing their human rights and 
achieving better outcomes.  

The provision of free information, advice and 
resources helps people across the UK achieve 
access to justice when they may otherwise have 
been unable to do so. 

 

  



 

 
moneyadviceservice.org.uk 

5.11 Building on the evidence you gathered and considered in Part 1, please consider the following: 

How could, or does, the policy decision help advance / promote equality of opportunity? 

For example, positive measures designed to address disadvantage and reach different communities 
or protected groups? 

The business plan seeks to improve the ability of people in the UK to manage their money, to help 
them achieve good outcomes and move forward in life.  Although the Money Advice Service is not a 
public body subject to General or Specific Duty under the Equality Act 2010 we are publishing our 
Equalities Impact Assessment for our 2018/19 business plan on a voluntary basis to demonstrate our 
commitment to considering the particular impact on people with protected characteristics ahead of 
our transition to the SFGB.  We will undertake in year impact assessments which consider the 
specific needs of people with protected characteristics as an essential part of any service design 
process. The services we provide both directly and indirectly promote equality of access to justice. 

How could/ does the policy help to eliminate unlawful discrimination, harassment or 
victimisation? 

Where our projects and services identify discrimination, harassment or victimisation for consumers 
we seek to ensure that there are effective referral processes in place to support people’s additional 
advice or support needs. If such discrimination, harassment or victimisation is identified amongst a 
consumer’s creditors MAS is able to use its relationships with the regulator and other partners to 
highlight where remedial action may be required. This is explicitly articulated in the consumer 
protection function proposed for the SFGB and will be considered further during transition. 

How could/ does the policy impact on advancing/ promoting good relations and wider community 
cohesion?   

By providing equitable access to information, tools and services our intention is to provide 
appropriate support to all including those with protected characteristics which should result in 
people feeling more confident to deal with their finances in future.  The continuing prioritisation of 
effective partnerships, linked services and referral pathways will ensure that people are able to 
receive the help they need in a way which meets their individual needs. 

5.12 Strengthening the policy 

If the policy is likely to have a negative effect (‘adverse impact’) on any of the protected groups or 
good relations, what are the reasons for this?   

What practical changes/actions could help reduce or remove any negative impacts identified? 

We do not expect the business plan to have a negative effect on any of the protected groups or good 
relations. 
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If no action is to be taken to remove or mitigate negative / adverse impact, please justify why. 

(Please remember that if you have identified unlawful discrimination (immediate or potential) as a 
result of the policy, the policy must be changed or revised.) 

Not applicable. 

 

5.13 Monitoring, evaluating and reviewing 

How will you monitor the impact and effectiveness of the policy? 

List details of any follow-up work that will be undertaken in relation to the policy (e.g. 
consultations, specific monitoring etc).   

The business plan outlines our intention to undertake several consultations in 2018/19 including: 

• Consultation on our commissioning plan focused on the needs of working-age people; 
• A consultation and mapping exercise among financial services firms active in improving 

their customers' financial capability; and 
• Staff consultation in relation to our transition to the SFGB. 

We will continue to monitor the profile of consumers accessing MAS provision, both direct and 
indirect, and to consider the needs of those with protected characteristics through service design, 
including co-design with consumers, and evaluation. Our first two proposed Deep Dives in 18/19 
will look specifically at the needs of disabled people and BME groups to broaden our evidence base 
and establish whether current services are meeting their needs. 

We will complete the roll out of our internal PSED training programme in late spring ensuring that 
all staff at MAS understand and can apply a simple EIA to any proposed activity.  Equalities 
Champions embedded within teams will support the Equalities Impact Assessments which will be 
undertaken in relation to our commissioning work and new projects commenced during the year 
and the transition to the SFGB. 

 

The results of all impact assessments where the impact is significant will be published on the 
MAS website.   
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EA Stage 3: Review and approval 

Declaration 

The Policy does have a significant impact upon equality issues. 

 

Person completing the EA Erika Helps/ Daragh Bogan 

Department/ team Debt/ Planning & Change 

Date completed 12.03.18 

Person signing off (Head of 
Department) 

Jonathan Hollow, Head of Financial Capability, Strategy & 
Innovation 

Date signed off 26/03/2018 

Proposed review date (if any) One month before the single financial guidance body formally 
comes into existence. 

 

  



 

 
moneyadviceservice.org.uk 

Governance 

Proposals, policies, practices, decision and project EAs: To be approved by Business Head / Head of 
Department. 

Strategies: To be approved by ELT and, where necessary, MAS Board. Whether an EA needs to be 
approved by MAS Board will be decided by ELT. 

 

Storing your EA  

All EAs are to be stored on shared T: drive in the Equality Assessment folder. 

Path: Shared Working Docs\ Equality Assessments 

Files must be stored using the following format: YYYYMMDD Name EA V.1  

You should ensure version control is adhered to. The version you save must align with the version 
number on the front page of the EA. Every time an EA is revised it should be saved as a new version. 

If you do not have access to T: drive, please ask someone to save to the folder for you. 


