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Project Change Control



	Project Title: Enter the project title. 

	Prepared By: Enter the name of the person requesting change. 
	Date: 

	

	Type of Change: 

 FORMCHECKBOX 
  Scope                                   FORMCHECKBOX 
  Schedule                          FORMCHECKBOX 
   Cost             

 FORMCHECKBOX 
   Other (describe): 
	Date Approval Needed:

Date Change Must Be Active:

	Description of Change: 

Provide a description of the requested project change. If project scope will change enough to alter the project classification, explain here (including any additional activities required by the new classification).

	Deliverables (Objectives) Affected: 

· List deliverables from the project plan that will be impacted by this change

	Anticipated Effect of Change: 

· What will happen if the change is implemented?

· What will happen if the change is not implemented?

	Justification/Cause of Change: 

· Change in technology

· Regulatory or legal changes

· Defective hardware or application software

· New requirements from client

	Cost of Change:

· Additional people resources needed

· Additional time needed

· Additional dollars needed

	Alternative Solutions: 
· Identify alternative solutions in the event the change request is not approved.

	Notification Review: (Who needs to be notified?):

· Sponsor

· Project Steering Committee 

· Project managers of other projects affected by this change

· Stakeholders

· Others

	

	To Be Completed by Appropriate Manager 

	Reviewed and Approved By:

Project Sponsor:
	Reviewed and Approved By:

Project Manager:
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