<Enter Project Name in Properties - Custom>

	<Company Logo>
	Project Change Request

	Project Title:
	<Enter Project Name in Properties - Custom>

	Change Reference Number:
	<Allocated by PM when change is logged in the register>

	Business Sponsor:
	

	Project Manager:
	

	Date/Version No.:
	

	Approval Required By:
	<Update once impact assessment is complete>

	Change Recommended:
	Yes* / No*

	Decision:
	The change is accepted*

The change is accepted subject to comments below*

The change is rejected*

	Change Approved by:
	Name
	Signature
	Date

	
	
	
	

	
	
	
	


*Delete as appropriate

1 Change Requested

	Description:
	

	Anticipated Benefits:
	

	Reasons for Change:
	

	Constraints:
	<List any constraints, including dates by which the change must be made>

	Originator:
	

	Originator’s Signature:
	
	Date:
	


2 Impact Assessment 

	Quantifiable Cost Savings and Benefits
	

	Estimated Cost
	

	Effect on Timescales
	

	Additional Resource  Required 
	

	Effect on Other Projects / Sub-Projects / Initiatives
	

	Additional Risk and Management Required
	

	Other comments:
	

	Detailed assessment required from:
	

	Change Recommended:
	*YES/NO  *Delete as appropriate

	Impact Assessed By:
	(Name / date)


2.1 Detailed Assessment

	Assessment area
	Assessment
	Assessed By
	Date

	Development team
	<Refer to supplier CRs and other documents as necessary>
	
	

	Testing
	
	
	

	Service management and support
	
	
	

	Project Plan
	
	
	

	
	
	
	


3 Action to Implement / Incorporate into Project (only if change is accepted)

	
	Action
	Who
	When
	(

	
	Change to PID
	
	
	

	
	Change to Plan
	
	
	

	
	Change to Requirements or Specification
	
	
	

	
	Change to Test plans
	
	
	

	
	Resourcing
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