Change Request Template - expert 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.

How to use this template

1. Complete the form for each proposed change.
2. Assess the impact on scope, time, cost, quality and risk.

3. Log it in the change log and present it to the approver or change control board.

4. Record the decision, approver and date.

5. Update the plan, baseline and stakeholders when a change is approved.

Tips
* No change is too small to log.
* Agree approval thresholds in advance.

* Consider the combined impact of many small changes.
* See change control for the full process.

Dashboard (sample data)
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Priority High
Priority Medium
Priority Low
Decision Pending
Decision Approved
Decision Rejected
Decision Deferred
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Change Iog - Log every change request and its decision

Raised by Change description Reason Impact: Impact: Priorit Approved Decision

scope cost ($) y by date

CR-00 10 Feb Sales lead Add export to CSV on invoices Customer Minor addition 3 2,400 Medium  Approved Sponsor 12 Feb

1 2026 page requests 2026

CR-00 18 Feb Security Add multi-factor login Security policy New feature 10 9,000 High Approved Steering 24 Feb

2 2026 group 2026

CR-00 1 Mar Marketing Change brand colours Rebrand Design rework 5 3,500 Low Deferred Sponsor 4 Mar

3 2026 2026
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Change request form - Use one form per change
oe0 e ]

Change request number

Requested by / date

Description of change

Reason / benefit

Options considered

Impact on scope

Impact on schedule

Impact on cost

Impact on quality and risk

Recommendation

Decision and conditions

Approved by / date
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