<Company logo>
Change Control Request Form
The purpose of this form is to document changes to the Baseline Project Schedule & Artefacts after formal acceptance.

Project Managers: Complete & send this form to the Program Manager via e-mail for review and approval

	Change Summary Information
(to be filled out by Work Stream Owner prior to Proposal request)

	Nature of Change


	 FORMCHECKBOX 
 Scope Change 
 FORMCHECKBOX 
 Design Engineering Change 
 FORMCHECKBOX 
 Schedule Change 
 FORMCHECKBOX 
 Cost Change 

 FORMCHECKBOX 
 Other (explain)

	
	     

	Request Date
	     

	Requested By
	     

	Anticipated Impact:
	 FORMCHECKBOX 
 Scope Increase/Decrease
 FORMCHECKBOX 
 Cost Increase/Decrease

 FORMCHECKBOX 
 Schedule Delay/Acceleration

	Description of Change

Describe Change & provide necessary background info
	    

	Parties Responsible for Delivery
(List team members, entities responsible)
	     


	Change Evaluation
(to be filled out by the Work Stream Owner post Proposal(s) receipt)

	Estimated Impact
(Quantify the impact to Cost, Timeline, &/or Scope)
	 FORMCHECKBOX 
 Estimated Cost impact
 FORMCHECKBOX 
 Timeline impact
 FORMCHECKBOX 
 Scope impact

	
	     

	Justification
	     

	Risks
	Describe risks

	If done
	     

	If not done
	     


	Approval (to be filled out by the Program Coordinator)

	Date Requested
	     

	Approved By
	 FORMCHECKBOX 
 Work Stream Owner    FORMCHECKBOX 
 Change Management Team   FORMCHECKBOX 
 Business Program Owner   FORMCHECKBOX 
 Steering Committee

	Date Approval Received
	     

	Date Supporting Documentation Revised
	     

	Approval(s) Signature
	


www.thnkitprojectmanagement.com



