
PROJECT CHANGE REQUEST FORM

This form is used to document a requested change to the project and to authorize / reject that change.

	Project name:
	
	Project number:
	

	Client:
	
	Project manager:
	

	Change order number:
 unique number – the project manager typically issues this
	


	This section for completion by person raising the change

	Requestor
who is requesting change?
	
	Date raised
when was this first raised?
	

	Desired change

What is the change being requested?
	

	Reason

Why is the change being requested?
	

	Details

What is the detailed description of the change being requested?
	

	
	Is there any additional material attached to this form?
	

	Constraints:

Are there any constraints on this change?  Such as schedule, quality, use of particular resources, etc.
	


	This section for completion by the Project Manager

	Areas affected

What are the consequences of the change in terms of the areas that will need to be modified to implement the change?
	

	Consequences of the change

	Schedule impact:
	

	Cost impact:
	

	Any other impact:
	


	AUTHORIZED DECISION:

Proceed, Do not proceed, Other (specify)
	

	Decision authorized by:

	Name
	Position
	Date
	Signature
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