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	Change Request Form
	CHG#
	

	
	
	ProjID
	

	
	Project:
	


	General Information

	Project Description
	
	Proj Class
	

	Sponsor:
	
	Consultant:
	

	Proj. Mngr:
	
	Contractor:
	

	Prep. by:
	
	Date Prep:
	


	Part A  -  Background

	Background: (i.e. Reason for Change)
	
	Change arises from:  (Issue # if applicable)
	

	Raised by:
	
	Date Raised:
	

	Priority: (L=1, M=3, H=5)
	
	Impact: (L=1, M=3, H=5)
	
	Severity Index: (Pri. x Imp.)
	

	Change Action Manager
	
	Target Recommendation Date
	


	Part B  -  Analysis

	Option 1:

	

	Budget Impact:
	
	Schedule Impact:
	

	Scope/Quality impact:
	

	Option 2:

	

	Budget Impact:
	
	Schedule Impact:
	

	Scope/Quality impact:
	

	Option 3:

	

	Budget Impact:
	
	Schedule Impact:
	

	Scope/Quality impact:
	


	Part C  -  Recommendation

	


	Approvals

	Name:
	
	Signature:

	Title:
	Project Sponsor
	

	Date:
	
	

	Name:
	
	Signature:

	Title:
	Project Manager
	

	Date:
	
	

	Name:
	
	Signature:

	Title:
	Requestor
	

	Date:
	
	


	Request Type
	     Category
	Priority

	1 = Feasibility
2 = Design
3 = Construction
4 = Maintenance
	1 = New requirement added

2 = Overlooked requirement added

3 = Accepted requirement revised

4 = Misinterpreted requirement


	5 = Revised processing logic

6 = New report

7 = Cosmetic change

8 = Revised report
9 = Other
	1 = Fundamental

2 = Major importance

3 = Beneficial but non essential

4 = Desirable
5 = Not required
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