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Change Request Form Template

	 Change Request Form Template

	Before completing this form you need to select the next number from the central Change Request Register and give a high-level description of the nature of the change. This form is then submitted in accordance to the change control process and is assessed for its merit and degree of impact on the project.

	Project:
	Project Manager:
	Date:

	Change Title:
	Requester:
	Change 

Number:

	Category

(Put a ‘X’ in each relevant box)
	□ Function        □ Schedule
        □ Cost
     □ Scope
    □ Resources

□ Requirements/Deliverables         □ Testing/Quality

	Purpose

(Put a ‘X’ in each relevant box)
	□ Corrective Action  
□ Preventative Action
         □ Defect Repair


□ Updates            □ Other

	Description of Requested Change:
	

	Reason for Change
	

	Potential Benefits of Change
	

	Impact on Project 

(Enter brief description in appropriate areas.)
	Technical
	

	
	Financial
	

	
	Strategic
	

	
	End User / Customer
	

	
	Stakeholder
	

	
	Quality
	

	
	Time Frame
	

	
	Procurement
	

	
	Resources
	

	Alternatives Considered
	
	Reasons For Rejection

	Status
	□ Approve
	□ Reject
	□ Defer

	Justification
	

	Signatories:
	Name & Title
	Signature
	Date
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