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	Insert Project Logo Here



Change Request 
Document Subtitle

Project Name
	Author
	Author Name

	Version
	Version Number

	Date
	Version Date


The purpose of a Change Request is to document changes to the scope of the project.

	Project Name 
	Project Name

	Change Request Description  
	CR Short Name

	CR Reference Number 
	

	Issue/Risk Identifier 
	

	Requested By 
	Requestors Name

	Presented To
	Approver(s) Name(s)  


1. Area of Change 
	Scope 
	[   ]
	
	

	Budget
	[   ]
	
	

	Schedule 
	[   ]
	
	

	Quality
	[   ]
	
	


2. Description of Change 

Describe what the change request asking for?

3. Reason for Change 

Explain why it is required ? Summarise what would happen if this change was not implemented. 
4. Priority 

	Low  
	[   ]
	
	

	Medium 
	[   ]
	
	

	High 
	[   ]
	
	

	
	
	
	


5. Impact Analysis 
5.1 Impact on Deliverables
List all affected deliverables.

5.2 Impact on Organisation 
List the organisational impact 
5.3 Impact on Project Schedule 
Descibe the impact to the schedule and any milestones. Where possible include a revised estimate for the completion date 
5.4 Impact on Cost 
Descibe the impact to the project cost estimates. Where possible include a revised cost forecast. 
5.5 Impact on Quality 
Descibe how this change will impact the quality of the deliverables. Summarise what would happen if this change was not implemented. 
5.6 Impact on Resources 

Descibe the impact of this change on resources both within and outside the project 
6. Risk Impact on Deliverables  

6.1 Risk associated with implementing the change 
6.2 Risk associated with not implementing the change 
7. Alternatives to Proposed Change 
As a result of the impact and risk analysis, document any alternatives to the proposed change Descibe the impact of this change on resources both within and outside the project 
8. Approval 

Documents the current status of the change request and enables the approvers to enter recommendations/notes.

	Stakeholder 
	Recommendation (Approve/Reject) 
	Reason

	Sponsor 
	Approve 
	Compliance and budget available 

	
	
	

	
	
	

	
	
	


9. Acceptance 
By signing this document you have confirmed that the document has been read and is fully understood and that the information detailed within will form the basis of teh project or enhancement being proposed 

Signed on behalf of the Organisation 

	Name 
	Position 
	Date 
	Signature 

	
	
	
	


Signed on behalf of the Vendor (if applicable) 

Replace Vendor with the name of company
	Name 
	Position 
	Date 
	Signature 

	
	
	
	


COMMERCIAL IN CONFIDENCE

The information contained in this document is confidential to Company Name.  No part of this document may be provided or used by any other organisation without prior written consent of Company Name
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