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OFFICIAL
Project Change Request
	Program/project details

	Program/project name
	Project name.
	Project ID. 

	Program/project description
	Click here to enter text.
Provide a brief description of the project with reference to its scope, objectives and planned outcomes

	Sponsor/executive
	Name and role.
	Program/project manager
	Project manager name.

	Start date
	Click here to enter a date.	End date
	Click here to enter a date.
	Summary of change request

	Change request (CR) ID
	Change request ID provided by Project / Program Support.	Date raised
	Click here to enter a date.	Raised by
	Type the name of the person raising the change request

	Priority
	Choose an item.	Change type
	Choose an item.	Required resolution date
	Click here to enter a date.
	Change request name
	Click here to enter text.
State the name and reference number of the change request. For example: CR014 – Delay to IT solution for enhanced learning and development platform

	Change request details

	Descriptive summary of the change request
	Business justification
	Cause of change request

	Click here to enter text.
Briefly describe the nature of the change and why it is required. For example: Delays in engaging a consultant with appropriate skills and knowledge has delayed the completion of an IT solution for the enhanced learning and development platform from 7 July to 12 August 2017
	Click here to enter text.
Briefly justify why the change request is required. For example: This change request is necessary to manage delivery, expectations and mitigating actions for the deferred delivery of the enhanced learning and development platform IT solution
	Choose an item.
	
	
	Additional information 

	
	
	Click here to enter text.
Use this field to advise Project / Program Support on any additional information that may be relevant to this change request

	Impact assessment

	Consequence(s) of rejecting change request on your project

	Click here to enter text.
Describe how the project will be adversely affected if this change request is not endorsed

	Impact of this change request for other projects

	Project name
	Impact
	Mitigating actions

	Project name.	Click here to enter text.
Describe how this change request will impact this project. Ensure reference is made to any interdependencies between these projects
	Click here to enter text.
Describe any action(s) that have been planned or are in progress to mitigate the impact of this change request on the project
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