	Company Name 

Date:  dd/mm/yyyy

	

	Project Name and Identifier: 
	Change Request Form



Requester completes the top portion of this form and forwards to the Project Manager.  

Definition of terms is on backside of this form

Requester:




Date Requested:

Type of Change:
Description of Change:  

Reason for Change (benefits):
Implications of No Action:

________________________________________________

 Signature of Requester


Project Manager
Date Received:
Change Request #:



Time Required for Change(hours):

Cost (hrs x rate):

[image: image1.wmf] Equipment / Software (attach supporting documentation)
Cost:

[image: image2.wmf] Miscellaneous-Material, Printing, etc. (attach supporting documentation)
Cost:



TOTAL COST:
Estimated Completion Date of Change:

Configuration Control Board
 
[image: image3.wmf]     Project Change Request Analysis Approved

[image: image4.wmf]    Project Change Request Approved

 
[image: image5.wmf]     Project Change Request Analysis Declined

[image: image6.wmf]    Project Change Request Declined

Date________________________
Date_________________________

COMMENTS:
_______________________________________________________

Signature of Project Sponsor


Definition of Terms

	Requester
	Name of person requesting the change



	Date Requested
	The date the requester requested the change



	Type of Change
	New / Additional Function.  New or additional specification not identified in the initial Project Scope.

Schedule Change.  Change to schedule requirements after project plan development.

Cost Change.  Change to project budget after project plan development.

Enhancement.  Alteration to an existing function identified in the initial Project Scope.

Obsolete.  Application,  procedure or function no longer needed 

Information.  Request for ad hoc reports or special data.

Legal.  Mandated requirement not known or missed during the initial Project Scope.



	Description of Change
	A brief description of the proposed work that has been requested.



	Reason for Change (Benefits)
	A brief description of why the change is necessary.



	Implications of No Action
	A brief description of the implications of no action being taken.



	Date Received
	Date the Project Manager received the Project Change Request Form



	Change Request #
	To be assigned by Project Manager



	Time Required for Change
	Estimated number of hours it will take to complete the work identified in the Request .



	Cost (Time)
	Total man hour cost.



	Equipment/Software 
	Check box if the change requires additional equipment or software. Attach documentation.



	Cost (Eqpt/Software)
	Total cost of the additional equipment or software.



	Miscellaneous - Material etc.
	Check box if the change requires other miscellaneous expenses.  Attach documentation.



	Cost (Miscellaneous)
	Total cost of the miscellaneous expenses.



	Total Cost
	Total Cost for Time, Equipment & Software, and Miscellaneous Expenses.



	Estimated Completion Date
of Change
	Estimated date when Project Change Request should be completed.



	‘Analysis’ Approved|Declined
	Project Board will check appropriate Box



	Date
	Date the Analysis is approved or declined.



	‘Change’ Approved|Declined
	Project Board will check appropriate Box



	Date
	Date the ‘Analysis’ / ‘Change’ is approved or declined.



	Comments
	Pertinent comments by the Project Board




Date Created: 7/19/04


Date Revised: 00

 Version1.0

Last saved by: vvvv

File:  Project Change Request Form 
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