	Change Request Form



	Change No:
	Business Area:

	Change Requestor:
	Project Name:

	Change Request Date:
	Project Manager:

	Change Urgency:
	Change Manager:

	Change Description:

Add a brief description of the project changes requested. This should include any changes to resources, deliverables, timescales and/or budgets


	Business Drivers:

List any business drivers which necessitate this change (e.g. recent change in safety policy)


	System Drivers:

List any system drivers which necessitate this change (e.g. reduction in system performance, lack of vendor support)

	Business Impact:

Describe the impact to the business if this change is implemented (e.g. additional resources required, reduce process efficiency, organisational structure changes required)


	Systems Impact:

Describe the impact to IT systems if this change is implemented (e.g. integration required, temporary down-time, new systems processes required)

	Change Benefits:

Describe the financial and non-financial benefits associated with the implementation of this change (e.g. reduced transaction costs, improved performance, enhanced customer satisfaction)


	Change Costs:

Describe the financial and non-financial costs associated with the implementation of this change (e.g.$x budget required, temporary reduction in staff performance)



	Supporting Documentation:

Add any documentation references which may substantiate this change


	Signature:                                                                          Date:

                 _______________________                              ___/___/____    

PLEASE FORWARD TO THE CHANGE MANAGER FOR CHANGE APPROVAL GROUP SUBMISSION
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