	IT Project Integrated Change Control Form

	Project Title: 
	Project Number: 

	Project Leader/Manager: 
	Change Request ID: 

	Sponsor: 
	Date Prepared:  

	Change Request Quick Summary

	Proposed
Change
to: (scope, schedule, cost, risk or complexity level,  quality, contract administration, customer satisfaction, project management plans or procedures)
	Impact
on
Project: (Low, Medium, High)
	Status: (Open, Approved for Analysis, Approved for Implementation, Implemented, Deferred, Rejected, Closed)

	Change Request Identification

	Short Description
	A brief summary of the proposed change.

	Requestor Estimate of Priority
	The priority of the change request (critical, high, medium, low).

Critical - Request is very urgent requiring immediate analysis. All project work halts.

High - Request is urgent requiring analysis before most project work can continue.

Medium - Request requires analysis before significant work towards the next project deliverable is completed.

Low - Request is not urgent but needs to be analyzed before the next project deliverable is complete.

	Date raised
	The date on which the request was raised.

	Raised by
	The name of the originator of the request.

	Further analysis?
	□ Approved
□ Rejected
□ Deferred
Name: 

(the person making this decision)

	Change Request Assessment

	Detailed description
	A detailed description of the proposed change including justification and/or benefits.

	Time scale for analysis
	Time period for performing the analysis.

	Small change?
	Yes or no. A small change is defined as an elementary modification having little potential impact on the project team and none outside it.

	Assigned on
	The date the change was assigned for analysis.

	Accepted for analysis by
	The name of person who accepted for analysis.

	Accepted for analysis on
	The date the change was accepted for analysis.

	Change Request Analysis

	Impact analysis
	A specification of all project elements to be modified as a result of the change.

	Scope Impact Description
	A description of the scope of the change and any impacts to overall project scope.

	Schedule Impact Description
	A description of the schedule for the change and any impacts to overall project schedule.

	Cost Impact Description
	A description of the costs for the change.

	Impact of not implementing
	A description of the impact to the overall project of not implementing the change.

	Alternatives
	Identify alternatives.

	Completion Criteria for

Change Request
	A description of the completion criteria for the change.

	Estimated effort
	An estimate of the effort to implement the change.

	Estimated cost
	An estimate of the total cost of the change.

	Impact level
	High
 – Major modification having a repercussion on the entire project:
Medium – Average modification having limited repercussions on the project:

Low
 – An elementary modification having little potential impact on the project team and none outside it
Factors to be considered in determining the impact level include:

· Impact on the initially planned main features of the solution (scope),

· Impact on the cost of the project,

· Impact on the project end date or a major milestone.

	Analyzed Priority of Request
	The priority of the change request (critical, high, medium, low).

Critical Change - Request is very urgent requiring immediate implementation.

High Change - Request is urgent requiring implementation before most project work can continue.

Medium Change - Request requires implementation before significant work towards the next project deliverable is completed.

Low Change - Request is not urgent but needs to be implemented before the next project deliverable is complete.

	Resources
	The number of resources required for the change.

	Estimates validated on
	The date when the impact estimates were validated.

	Estimates validated by
	The name of the person who validated the impact estimates.

	Analyzed by
	The name of the person performing the impact analysis.

	Change Request Decision

	Decision
	· Approved for implementation

· Deferred

· Rejected

	Rationale for decision
	A description of the reason for the decision.

	Approved resources
	The amount of the approved resources if change is implemented.

	Approved cost
	The amount of the approved cost if change is implemented.

	Comments
	Any additional comments.

	Change Request Decision Signatures

	Project Manager:
  Printed name, Signature, Date
Decision Maker:

  Printed name, Signature, Date
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