Project Change Request Form

	Requestor Information

	Requestor Name
	

	Email Address
	

	Telephone Ext.
	

	Department
	

	Change Information

	Project Name
	

	Category (Regular/Urgent/ Emergency)
	

	Date/Time of Change 
	

	Is this New?
	


Other Documentation

	Other Attached Documentation 
	


Describe and List the Change(s) to be performed (Include Interconnections)

	


Describe why the Change is necessary 
	


Describe the Impact of the Change (including impact on project delivery time)
	


	Approvals

	CCB

	Tech Lead 
	Notes
	Yes/No
	Date

	
	
	
	

	Project Manager 
	Notes
	Yes/No
	Date

	
	
	
	

	OCIO Responsible Manager
	Notes
	Yes/No
	Date

	
	
	
	

	Sponsor
	Notes
	Yes/No
	Date

	
	
	
	


	Change Completion

	Change Agent
	

	Date/Time Change/Remedy Completed
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