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Change Request Template · Beginner version
A change request template captures a proposed change to scope, schedule or budget, its impact and the decision, so changes are controlled rather than creeping in
unnoticed.

Change log · Log every change request and its decision

CR # Date raised Raised by Change description Decision

CR-001 10 Feb 2026 Sales lead Add export to CSV on invoices page Approved

CR-002 18 Feb 2026 Security Add multi-factor login Approved

CR-003 1 Mar 2026 Marketing Change brand colours Deferred


