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Project Name
Change Request
Note: Delete and/or type over the italicized help text in this document. 

	Version History

	Version 
	Date (MM/DD/YYYY)
	Comments 

	
	
	

	
	
	

	
	
	


	Section 1 – General Information 

	Change Number
	

	Change Name
	

	Requested By  
	

	Date Requested   
	


	Section 2 – Change Description 

	Detailed Description of Proposed Change
Provide details about the proposed change.


	Justification for Proposed Change
Explain the reason for the change. 


	Impact of Not Doing the Change

Include both qualitative and quantitative impacts, if possible.


	Alternatives and Workarounds Considered

List all alternatives and workarounds and explain why each was or was not chosen.




	Section 3 – Change Impact

Indicate which project constraints are impacted by the change, how they are impacted, and describe the impact.

	Type of Impact
	Increase
	Decrease
	Modify
	Description of Impact

	Scope
	
	
	
	

	Cost
	
	
	
	

	Schedule
	
	
	
	

	Other: (specify)
	
	
	
	


	Section 4 – Change Estimates 
Enter estimates from all impacted areas. Specify units (days or hours).

	Impacted Elements
	Estimate 
	Details

	Requirements
	
	

	Analysis
	
	

	Design
	
	

	Functional Design
	
	

	Technical Design
	
	

	Test
	
	

	Training
	
	

	Communications
	
	

	Other: (specify)
	
	


	Section 5 – Change Request Approval

	My signature below indicates an understanding of the purpose and content of this document. By signing this document, I have reviewed the information contained in it and agree to the change described. 

	Name
	Role
	Signature
	Date

(MM/DD/YYYY)

	
	
	
	

	
	
	
	

	
	
	
	


	Section 6 – List of Addenda 

List all supplemental files to this Project Charter. If possible, hyperlink to the documents. 

	Document Name
	File Name
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