Request for Change: Project Name


	Project Title:
	

	Project Sponsor:
	

	Project Manager:
	

	Change Number:
	


Proposed Change

(To be completed by the project manager)

	Description of proposed change 

	

	Reason for (or expected benefits of) proposed change 

	


Summary of Impact

(To be completed by the project manager)

	Quantifiable Benefits

	

	Cost Increase

	

	Effect on Timescales

	


	Additional Resource Requirements

	

	Effect on Other Projects or Activities

	

	Additional Risks

	

	Recommendation
	Change should be accepted/rejected

	Assessment done by 
	

	Date
	


Decision 

	Decision
	Authorisation

	The change is accepted

The change is accepted subject to the comments below;

The change is rejected


	Name: 

Signature:

	Comments

	

	Next steps

	Amend / write new Work Package Brief(s)

Update project plan
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