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The Configuration Management Process is designed to eliminate and control “scope creep”.  Project Change is defined as an addition to, deletion from, or modification of project scope as it is stated in the Project Charter.  The Configuration Management process involves documentation, evaluation, and disposition of project-related Project Change Requests.

Project Change Request Form

Definition and Purpose
Often factors such as omissions, mistakes, creativity, misunderstandings, and external influences will impact the project’s scope and purpose from those originally defined in the Project Charter.  Changes may affect the project schedule, cost, scope, and quality.  The Project Change Request Form is the mechanism for recording and controlling all project changes.  It contains a description of the requested change, along with the reason, implications of not doing the work, approvals, due dates and budget impact.


What constitutes a change?
· Project Scope - Describes exactly what will be produced, when and at what cost.

· Baseline Requirements - The fundamental specifications of the project, application, or existing system.

· Change - Any enhancement, emergency change, modification, or alteration to the Project Scope or Baseline Requirements.

A change can fall into any one of the following five categories:

1. New/Additional Function.  A new or additional specification not identified in the initial Project Scope.

2. Enhancement.  An alteration to an existing function that has been identified in the initial Project Scope.

3. Obsolete.  An application, procedure or function that has been identified to become obsolete

4. Information.  A request for ad hoc reports or special data.

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

Guidelines For Use
Who creates a project Change Request?

Project Sponsor, Project Team, Project Manager, Vested Interests

Who is it written for?
Project Sponsor, Configuration Control Board, Project Manager, Project Team, and IT Management

How often is it needed?

As required




What are the procedures supporting the Project Change Request Form?

· Scope Changes can be identified and submitted by any member of the Project Team or Project Sponsor and sent to the Project Manager, who will review the Project Change Request information with team members to assess its impact on the original agreement of the project’s scope. Any request which will take more than 8-resource hours to analyze must receive approval from the Configuration Control Board prior to starting the analysis.

· The basis for the analysis should be: 


 (1) Why wasn’t this included in the original requirements?


 (2) Is there a consensus or are opinions mixed?

· The Project Manager will send the Change Request Form to the Project Sponsor with recommendations to approve or decline.  The Project Manager will enter Change Request information into the Project Change Request Log.  The Sponsor’s decision will be added to the log, monitored by the Project Manager and communicated to the Project Team.

· For each accepted change, the project scope and plan will be adjusted to reflect the changes.

When analyzing a change, consider the following

· Lateral impact, i.e. effects on products being developed in parallel, or in associated projects, and any potential or agreed changes.

· Down-stream impact, i.e. repercussions for later stages.

· Up-stream impact, i.e. repercussions on products that are already complete.

· How will the potential change affect conformance to the agreed user requirements in regard to physical, functional, quality, and agreed design.  

· How will the potential change affect the use or appropriateness of any equipment, machinery, computer systems, etc., currently operated or planned for the project?

· What changes, if any, will be required in the user approach to quality procedures, testing, operating procedures, and user training?   What effect will there be on the planned approach to technical quality procedures or testing?

· What additional technical skills, training, or specialist advice will be required to resolve the problem, or to implement the change?  What expertise will no longer be required?

· How will the potential change affect service levels to the users and/or clients of the enterprise?.

· How does the change affect the customer?  Does it meet an important need?   Provide a benefit?  Benefit all customers?.  Can the effect be quantified?  Will the customer need a “workaround”?

· How does the change impact the business?




PROJECT CHANGE REQUEST LOG

Definition and Purpose
The Project Change Request Log contains a summary description of all the change requests from the Project Change Request Forms for a project.  It provides an overview of status and severity of the change.

The Change Request Log is maintained by the Project Manager for the benefit of the Configuration Control Board and Project Sponsor.  It provides easy reference to completion of change requests, number of change requests, and the severity of each change.
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