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Purpose 

The change management plan exists to provide a formal process for:

· Submission and receipt of change requests

· Review and logging of change requests

· Determination of the feasibility of change requests

· Approval of change requests

· Implementation and closure of change requests

Change request forms should be used to submit any requests to change the project scope, budget, or schedule. The change request form can be found at: insert path to form.

All change requests should be tracked in the change request log. The change request log is part of the project workbook and can be found at: insert path to project workbook.

Change Management Roles and Responsibilities

	Role
	Responsibilities

	Project manager
	· Developing change management plan

· Evaluating change requests and estimating impact to scope, schedule, and budget 

· Taking change requests to change review board

· Monitoring change requests

· Logging change requests

	Project team
	· Developing change management plan

· Evaluating change requests and estimating impact to scope, schedule, and budget

	Change review board
	· Evaluating change requests and making decisions as to whether they are accepted, rejected, or deferred

	Sponsors
	· Approving change management plan


Change Review Board

	Role
	Name

	Project manager
	

	Change review board leader
	

	Change review board members
	


Change Control Documents

	Document
	Function

	Change request
	· Documents desired changes as requested or discovered

· Documents what the change is

· Documents the rationale and benefit of the change

· Documents the risk of not changing

	Change impact summary
	· Documents the areas of the project impacted by the change

· Documents the amount of impact in each affected area of the project

· Documents the recommendations for addressing the change in each affected area

	Change log
	· Summarizes change requests received

· Tracks status of change requests submitted

	Decision log
	· Documents change decisions made, when, and by whom


	Type of Change
	Control Document

	Scope
	· Scope statement

· WBS (work breakdown structure)

· Product requirements

· Scope management plan

	Time
	· Schedule baseline

· Schedule

· Milestones

· Schedule management plan

	Costs
	· Cost baseline

· Budget

· Cost management plan

	Quality
	· Quality plan

	Risk
	· Risk management matrix

· Risk management plan

	Communications
	· Communication plan

· Stakeholder analysis

	Resources
	· Roles and responsibilities

· Responsibility assignment matrix

· Roster

· Resource management plan

· Staff management plan

	Contracts
	· Procurement management plan

· Contracts

· SOWs  (statements of work)


Process 

How are change requests handled on your project? Here is a sample outline of a process model:

· Written change request is submitted.

· Project manager logs change request in project workbook change request log.

· Project team and project manager evaluate change request and estimate impact to scope, schedule, and cost.

· Project manager updates change request log in project workbook to reflect that change request is in review.

· Project manager takes change request to change review board.

· Change review board reviews change request and either approves it, rejects it, or defers it for later iterations in the project.

· Project manager updates project workbook change request log to reflect decision made by change review board.

· Stakeholders, sponsors, and team members are notified of decision about change request.

Project Archives

Where will the signed change requests be kept? Let the team know.
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