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[Project Name]
Release X.X: [Release Short Name]

CHANGE REQUEST FORM: [Change Request Name]

Status: [Open, Approved for Review, Rejected, Approved, or Deferred]
History
	Version
	Change Highlights
	Author
	Date

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Change Request Form
	Change Request Name:
	[Name of Change Request]

	Change Request ID:
	[ID of Change Request]

	Status: 
	[Open, Approved for Review, Approved, Rejected, Deferred]

	Project:
	[Project Name]

	Description:
	[Description of Change Request. Please describe the scope/ schedule/ budget change you are requesting. If you require additional deliverables, please be as specific as possible]

	Assigned Project Manager:
	[Project Manager who will process this Change Request]

	Requestor Name:
	[Name]

	Requestor Title/ Role:
	[Title/ Role]

	Date Submitted:
	[MM/DD/YYYY]

	Original Submission Date:
	[MM/DD/YYYY – Date original request was submitted either as DR or UAT issue]

	Category:
	[Primary Category/ Scope of Change Request]

	Comments:
	[Please end any comment with “MM/DD/YY – INT (INT = initials) – Comment”]

	Requested Completion Date:
	[MM/DD/YYYY]

	Risks:
	[Any perceived risks associated with the Change Request]

	Estimated Cost/ Funding:
	[Please indicate estimated or allocated cost or funding in dollar amounts]

	Estimated or Allocated Hours:
	[Please indicate estimated or allocated hours]

	Required Action/ Next Steps:
	[Description]   [To be completed by the Project Manager]

	Approved:
	[Yes/ No]   [To be completed by the Project Manager]

	Approved By:
	[Name]   [To be completed by the Project Manager]

	Date Approved: 
	[MM/DD/YYYY]   [To be completed by the Project Manager]

	Impact on Schedule:
	[# Days]   [To be completed by the Project Manager]

	Impact on Cost:
	[$ Dollars]   [To be completed by the Project Manager]

	Estimated Completion Date:
	[MM/DD/YYYY]   [To be completed by the Project Manager]

	Any Related Issue:
	[Issue ID]

	Deadline to Resolve:
	[MM/DD/YYYY]
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