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Project Change Request
This form documents a requested change to the project.

	General Information
	

	Date:
	
	Request Type:
	

	Project Name:
	
	Telephone:
	

	Requester Name:
	
	Telephone:
	

	Change Description:
	

	Change Benefits:
	

	Tracking Information (Administrator's Use Only)
	
	
	Date Received:
	

	Change Number:
	
	Priority:
	

	Short Name for the Requested Change:
	
	Date Received
	

	Evaluation and Analysis
	
	
	Due Date:
	

	Assigned to:
	
	Due Date:
	

	Project Impact (Include impacted artifacts as well as impact to other projects):
	

	Resources and Estimated Hours:
	

	Estimated Implementation Schedule:
	


	Authorization and Completion

	Change Status:
	 FORMCHECKBOX 
 Accepted
	Date Approved:
	

	
	 FORMCHECKBOX 
 Rejected
	Date Due:
	

	
	 FORMCHECKBOX 
 Deferred
	Date Completed:
	

	Signatures  (Email Approvals are acceptable)

	Project Manager:
	
	Date:
	

	Project Approver 1:
	
	Date:
	

	Project Approver 2:
	
	Date:
	

	
	
	


	Request Type
	Priority

	1 = Service Scope

2 = Service Specification

3 = Standards

4 = SDLC Artifact (Requirements, Architecture, Design, Test Plan etc.)

5 = Other
	1 = Critical 

2 = Major importance

3 = Beneficial but can work around

4 = Nice to have


