

Change Management Process Guide


Change Management Process Guide  

Version: 1

Prepared by: 

Date: 

Revised: 

1. Change Management Process Guide

<company name> believes that changes must be controlled in an orderly way, and a standard change procedure is in place in order to protect everyone from the effects of scope creep.

Our Change Management process is concern with:

a) influencing the factors which create changes to ensure that these changes are beneficial

b) determining that a change has occurred

c) managing the actual changes when and as they occur

Our Change Management process is also integrated with our other control processes such as: scope control, time control, cost control, quality control, and risk control.

2. Change Management Process

3.1 Initiating the Change Request

· A soon as a change in the project scope is identified, a Change Request form is issued by <company name> to document the change.

· This Change Request can be initiated by <company name>, (e.i. suggestion to the customer) or by the customer. 

· This Change Request form is then review with the customer and must be authorized by the customer before <company name> can start evaluating the impact of this request.

· The Change Request is registered on the project Change Request Log Sheet.

· A unique identification number is assigned to the Change Request in order to allow easy references. 

3.2 Analyzing the Change Request 

· <company name> project team analyzes the Change Request. 

· In the eventuality of many Change Request being investigated by <company name>, <company name> will required the customer to prioritize the requests.

· The impact is documented on the Change Request Impact Analysis form. (<company name> may request from the customer more details during the assessment.)

· Due to the complexity of some project change requests, the customer may be charged for the time required analyzing and estimating a change request. <company name> will advise the customer of the estimate if a charge will apply.

· Upon completion of the Change Request Impact Analysis form, the form is sent to the customer to be reviewed.

3.3 Approving the Change Request

· <company name> and the customer review the change request impact analysis.

· The customer will then decide if the change is approved, deferred, cancelled or rejected and will return the form signed to <company name>. 

· <company name> will updated the Change Request Log Sheet, identifying the customer decision.

· If the customer approves the Change Request modifications, the approved change will incorporated into the project scope.

· A revision to the schedule and/or the cost documents, if required, will be performed.

3. Change Management Process Flow
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4. Change Request Form

Project Identification

	Project Title:__________________________________

  #   :__________________________________
	Change Request

ID: _____________



	<company name> Project Manager:

_______________________________________


	<customer> Project Manager:

___________________________________


Change Identification

	Type Of Change:

· Process

· System

· Other_____________


	Date Submitted: ______________

Submitted by:     ____________________________

Phone #:              _________________

Date Required:   _______________


Change Description

	Summary:
	Write the summary of the change.

	Priority Level:
	· Mandatory

· Discretionary

· Other __________________________

	Reason:
	Reason for the change.

	Details:
	Describe in more details the change required.

	Benefits:
	The change could bring some benefits to the customer, as an example we could be the one suggesting to the customer to make the change.

	Impact on core business processes:
	What impact does it have on the customer business.

	Impact/risk of not making the change:
	Identified if their are any impact or risk for not doing this change.

	Impact of late implementation:
	Will this change delay the implementation date.


Customer Approval

	Decision:

· Approved

· Deferred

· Canceled

· Rejected


	Reason:

__________________________________________________________________________________________________________________

_________________________________________________________

_________________________________________________________

	
	Approved by: ______________________________________

                                              (Signature)

Name:            ______________________________________

Title:              _______________________________________

Date:              __________________


<company name> Approval

	
	Approved by: _____________________________________

                                                       (Signature)

Name:            ______________________________________

Title:              _______________________________________

Date:              __________________


Note:  <company name> will begin the Impact Analysis only after the customer has approved this form.

5. Change Request Impact Analysis Form

Project Identification

	Project Title:__________________________________

  #   :__________________________________


	Change Request

ID: _____________

	<company name> Project Manager:

_______________________________________


	<customer> Project Manager:

___________________________________


Change Identification

	Type Of Change:

· Process

· System

· Other _________________


	Date Submitted:  ______________

Submitted By:     ____________________________

Phone #:              _________________

Date Required:    _______________

Assigned To:       ________________________________

Assigned Date:    _______________

Completed By:     _____________________________

Completed Date:  ____________________________




Proposed Solution

	Options:
	If we have more then 1 option to propose to the customer, they should be identified.

Option 1

Option 2  etc.

	Recommendations:
	Identified the option <company name> recommend



	Project Scope Impact:
	Identify what impact this change will have on the project scope. 

	Project Schedule Impact:
	Yes / No/ Undetermined at this time

	Project Cost Impact:
	Yes / No/ Undetermined at this time


	Activities (e.g., Perform Impact Analysis, Modify Core Business Solution):
	Estimated Effort:
	Date
	Cost
	Total

	List the activity required due to the change
	X days
	
	$ associated
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	Totals:
	
	
	
	


Customer Approval to perform the Change

	Decision:

· Approved

· Deferred

· Canceled

· Rejected


	Reason:

__________________________________________________________________________________________________________________

_________________________________________________________

_________________________________________________________

	
	Approved by: ______________________________________

                                                     (Signature)

Name:            ______________________________________

Title:              _______________________________________

Date:              __________________




<company name> Approval

	
	Approved by: _____________________________________

                                                       (Signature)

Name:            ______________________________________

Title:              _______________________________________

Date:              __________________


Note: <company name> will begin the work only after the customer has approved this form.

6. Change Request Log Sheet

	Project 

Title: 

     #:


	Project Manager:




Change Request Log

	CR          ID #
	CR     

Name
	Priority

Mandatory/

Discretionary

1-High/          2-Medium/    3-Low
	Status

Open/ 

Active/ Closed
	Date 

Received

DD/MM/YY
	Date

Impact 

Analysis 

Completed

DD/MM/YY
	Date

Customer

 Approval

DD/MM/YY
	Date

<company name> Approval

DD/MM/YY
	Approval 

Decision

Approved/ Cancelled/

Rejected/

Deferred

	
	
	
	
	
	
	
	
	
	

	In this section should be a unique identifier 

# proj.-#req. 

i.e.       030-02156


	Brief description title to identify the request
	This section should show 2 item:

 i.e. M - 1
	Open is for when received and not yet reviewed with the customer.

Active is that we are working on it and was approved by the customer

Closed the work is completed and the change is in production at the customer location


	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	


CR = Change Request
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