	<your
Company-Logo>
	
Change Request Form


	<your Project-Logo>



	Customer /

Project
	     
	Contract No.
	     

	

	.
	Last name, First name
	Company / Unit
	Phone / Mobile
	eMail

	Requester
	     
	     
	     
	     

	Project Manager Contractor
	     
	     
	     
	     

	Project Manager Contractor
	     
	     
	     
	     

	

	Date
	     
	Change-ID

(Issued by contractor)
	     


	Classification
	 FORMCHECKBOX 

	Critical
	 FORMCHECKBOX 

	Important
	 FORMCHECKBOX 

	Desirable

	Affected work package / Area

	Work package
	No.      
	Title      

	Processes
	     

	IT-Systems
	     

	Unit  / Team
	     


	Description of change request

	     


	Benefits / Reason for change

	     


	Approval for the analysis of the change request

	 FORMCHECKBOX 
 Changeboard
	Date      
	Sign-off       

	 FORMCHECKBOX 
 Project Management
	Date      
	Sign-off       


	Analysis

	
	Last name, First name
	Phone / Mobile
	eMail
	Date

	Responsible 
	     
	     
	     
	     


	Effort / Costs / Time / Risk

	Effort
	Estimated effort               

(Man-days)                                                           
	Estimated time                                                                                     (Working-days)

	Cost
	Capital Costs                     €
	Labor costs               €
	Total Costs                     €

	Time
	Desired date                             
	Start-Date                        
	 End-Date                   

	
	
	Yes
	No

	Risk
	Is the change required to achieve the project-objectives?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	
	Does the change put the end-of-project-date at risk?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	
	     
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	
	     
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Status of change request

	 FORMCHECKBOX 
 Accepted
	 FORMCHECKBOX 
 Declined
	 FORMCHECKBOX 
 Deferred


	Approval 

	 FORMCHECKBOX 
 Changeboard
	Date      
	Sign-off       

	 FORMCHECKBOX 
 Project Management
	Date      
	Sign-off       

	 FORMCHECKBOX 
 Contractor
	Date      
	Sign-off       

	 FORMCHECKBOX 
 
	Date      
	Sign-off       
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