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	Reference:
	
	good practice & innovation

	Project Title:
	



	Notes

The Change Request Form is designed to assist the Project Manager in determining the potential impact and cost of changes to the agreed Milestone Plan set out in the Project Initiation Document.  It is used where evaluation of a Business Case suggests that the proposal may be worthwhile but cannot be achieved without amending the existing plan. 


1. PROPOSAL

	1.1
Request initiated by: 
	Name of initiator


1.2
Reasons for and description of changes requested
	Give details of the change(s) requested.  Why is the request being made?  What are the potential benefits of the change being implemented?  You may want to give more detail re any negative impact involved in retaining the project plan status quo and NOT implementing the change.


2. IMPLICATIONS FOR PROJECT PLAN

2.1
Project affected
	Description
	Filename/Location

	Business Case
	Enter directory and filename details

	Project Plan
	Enter directory and filename details of version which requires amendment

	Any additional documentation (e.g. notes of meetings)
	Enter directory and filename details


2.2
Tasks/Deliverables to be omitted if change is approved

	What will have to be removed from or altered in the plan as a result of the change being implemented? 


2.3
Tasks/Deliverables to be deferred if change is approved

	Will the change have the knock-on effect of deferring some planned tasks or deliverables?  State likely completion dates


3. BUDGET IMPLICATIONS

3.1
Overall Budget estimate

	What is the overall budget estimate?


3.2
Changes to Budget estimate

	Include details of virement between budget headings as a result of implementing the change.


4. STEERING BOARD RECOMMENDATION

4.1
Change accepted – amend plan

	Approved by:
Date:

Management assigned to:


4.2
Changes deferred/rejected
	State reasons and any further actions required.
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