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1. Purpose of the Document

The purpose of the Project Change Request is to document the expected impact of a change to the project. It includes a list of the deliverables and tasks affected by the change, a projection of how critical the change is to project success, and a preliminary projection of the magnitude of the proposed change in terms of scope, schedule, cost, and resources.
2. Change Request Information

	Branch, Section, or Area Requesting the Change:
	

	Person Submitting the Request:
	

	Systems Affected:
	

	Priority of this Request:
	High, Medium, or Low


3. Overview of Requested Change

4. Charter and Requirements

5. Impact Summary

5.1. Impact on Scope

5.2. Impact on Schedule

5.3. Impact on Cost

5.4. Impact on Resources

6. Assumptions

7. Constraints and Risks

8. Additional Comments

9. Approvals

Signing below indicates acceptance of the project impacts, including scope, schedule, cost, and resources. It is acknowledged by the undersigned that this change request may cause project timelines and budget to exceed the original estimates.
	Print Name
	Title
	Signature
	Date

	
	
	
	

	
	
	
	

	
	Manager
/Director/Architect
	
	

	
	
	
	


�Select File > Properties, then the Custom tab. Click the PCC Log # option to update this number. Be consistent with naming conventions for change requests related to the same project.


�Enter the COT Project number assigned to the project.


�Enter the Agency billing number from the F001.


�To update the TOC, right-click anywhere on it and click Update Field; you can also select the TOC and press F9.


�Provide a description of the change or problem, along with any supporting documentation including the reason for the request (new legislation, missed mandatory requirements, reliability improvement, cost savings, etc.).


�Identify the sections of the Charter and Project Requirements Document that would need to be revised as a result of this request.


�Summarize the impact the project will have on the overall project. Also describe how this request will specifically affect the following areas: scope, schedule, cost, and resources, in the appropriate sub-sections below this one. For scope, include deliverables and activities affected by the change.


�Summarize the assumptions that have been identified as a result of the requested change. There may be unanswered questions relating to this change request, and you may have to make assumptions until those questions can be answered.


�Identify any deliberate or implied restrictions placed on the project as a result of the requested change.


�Provide a summary of any relevant comments not covered in other sections of this document.


�Obtain the signatures of the Project Manager and Project Sponsor.





Delete all comments before presenting the document to the customer. To delete, right-click the comment and select Delete.


�Must obtain approvals from each branch manager whose staff is affected by this change. If there is a change in architecture or project direction, approvals from the architects and/or directors are required.





