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Change Management Guide
	Section 1 – Purpose  

	The Change Management Plan defines the change management process, the roles and responsibilities of project team members in the change management process, and key business rules.

When the project was defined in the Project Charter and requirements, expectations were set as to what the project will produce, and the amount of time and resources required. The approval of the Project Charter and Project Scope Statement equates to a contract between the parties involved. 
Any change that impacts the scope of that contract (i.e. that impacts project scope, schedule, cost, and deliverables) should utilize the change management process as defined in this Change Management Plan.  The change management process helps to ensure that the change is analyzed and quantified and that appropriate steps are taken to manage the impact of the change in the project scope, schedule, cost, and deliverables.


	Section 2 – Change Management Process   

	The following diagram portrays the change management process.


	Section 2 – Change Management Process 
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	Section 3 – Roles and Responsibilities 

	Role
	Responsibilities

	Change Originator
	· Submits a change request and enters appropriate information about the change request in the project change request log 

	Project Manager
	· Tracks the status of the change requests and maintains the project change request log. 
· Reviews and assigns change requests submitted by project team members. 

· Clarifies change description and detail with Change Originator if necessary. 

· Reviews impact analysis and recommendations. 

· Reviews change requests and statuses with project team on a regular basis. 
· Forwards change request, impact analysis, and recommendation to Project Sponsor and / or appropriate management as needed. 

· Obtains appropriate approvals. 

· Updates project plan as needed. 

	Change Analyst  
	· Reviews change request assigned by Project Manager. 
· Researches and clarifies change request. 

· Conducts impact analysis. 
· Identifies alternative solutions and makes recommendations on which alternative to pursue. 

· Updates functional and technical specifications as needed. 

· Estimates time and resources required to add the change to the project scope.  

· Identifies where any added tasks fit into the project plan. 

· Updates the change request and change request log with appropriate information, as needed. 

	Project Sponsor 
	· Reviews change request, impact analysis, and recommendations. 
· Approves, denies, or puts the change request on hold. 

· Ensures additional resources are available as needed. 


	Section 4 – Change Management Rules   
The following rules apply to the change management process. 

	· All changes to project scope, project schedule, or project cost will go through the change management process identified in this document. 

· New change requests and change request statuses will be included in the Project Status Report. 

· All change requests will go through an impact analysis which includes consulting the resource manager regarding commitment of resources. 

· If the commitment of resources to perform an impact analysis on the change request negatively impacts the project timeline, the Project Sponsor(s) will be asked to make a priority decision regarding the change request. 

· Project Sponsor(s) will not commit to any change to project deliverables before the impact of the change is quantified and approved. 

· Project team members will not commit to changes or incorporate changes into project deliverables until the change has been formally approved. 

· End users cannot approve change requests. 

· Any change request remaining in “on hold” status at the end of the project will be addressed in the project closeout report.
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Change Origination

Change Originator submits and logs change request

All project participants have access to submit and  log a change request. 
Change request is added to the Project Change Request log. 



