Change Request Form

The Change Request Form is used to originate and track the status of a project change request.

	Change Request Description

	Submitted By:

First&Last_Name
	Project Team:

 FORMCHECKBOX 



 FORMCHECKBOX 



 FORMCHECKBOX 



 FORMCHECKBOX 



 FORMCHECKBOX 



	Date Submitted:
4/29/02 FORMTEXT 

4/29/02

	

	Request Priority:

	 FORMCHECKBOX 

High
	 FORMCHECKBOX 

Medium
	 FORMCHECKBOX 

Low

	When assigning Request Priority, use these guidelines:

· High – requires immediate attention; severely affects some users or impacts a large number of users.

· Medium – requires prompt attention; inconvenience to users or major problem with workaround.
· Low – requires eventual attention; minor problem

	Change Description:

<Specify what is to be changed.>

	Reason for Change Request:

<Specify what is to be changes.>


	Change Request Analysis

	 Affected Deliverables:

	<Specify what deliverables (e.g., documentation, project scope, code, etc.) must be changed.> 

	Implementation Effort Estimate:

	<Specify the effort estimate and any supporting information or assumptions.>

	Estimated impact on project schedule:

	<Specify what, if any, impact the change has on the project schedule.>


	Verification:

	<Specify how this change will be tested/verified.>

	Other comments:

Comments


Authorization for Change

	Change Authority:
	Business Project Sponsor:      

	Accepted
	Date:  4/29/02 FORMTEXT 

4/29/02


	 FORMCHECKBOX 

Yes
	 FORMCHECKBOX 

No
	IT Project Sponsor:      

	
	
	Date:  4/29/02 FORMTEXT 

4/29/02
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