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Change Request
In order to analyze the impact a change has on the project, we are requesting the following information.  Requestors are to complete this form.  This form must be electronically delivered to the Project Manager.  The Project Manager and the client will evaluate this request.  Findings will be presented back to the Client for acceptance.

	Date Submitted to Project Manager
	
	Change Control Number
	

	Requestor
	
	Email & Phone # 
	


Reason for Change Request

(Why is this change necessary?) 

Priority Level (Check one): 

(When must the change be in place to be successful?)
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Brief Change Description:

(Provide a brief “executive” overview of the change.  One or two sentences.) 

Detailed Change Description: 

(Provide full detail of the change to be implemented.) 

Functional Specification References

(For example, document name, version number, item reference, and page  number)

Implications of Not Making Change

(What is the effect on the project or customer if the change is not made? For example, inaccurate data, inconvenient to customer. 

Change Request Analysis
(To Be Completed By Project Manager And Client)

	Date Submitted to KA for analysis
	


System and/or Module Affected
(What part of the solution is being changed?) 

Impact on Project Schedule
(How will the change affect the schedule?)

Impact on Project Cost
(How will the change affect the project cost?)

Impact on Other Project Areas/Tasks
(What other areas or tasks for the project will be affected?)

Approvals
All signatures below are required to ratify the change request.  Signing below indicates acceptance of the project impacts, including schedule, cost, and any other project area impacts.  It is acknowledged by the undersigned that this change request may cause project timelines and budget to exceed the original estimates.

	Client Project Manager 

(Sign and Date)
	
	

	KA Project Manager 

(Sign and Date)
	
	

	KA Senior Management 

(Sign and Date)
	
	


	Date Submitted to KA for implementation
	


Implementation
To be completed by KA

Group/Individual to Perform Task
(What group is responsible for implementing the change?) 
	Target Start Date
	
	Target Completion Date
	


Change Summary
	Functional Specification Updated?
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	Date Updated:
	

	Project Plan Updated?
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	Date Updated:
	

	Test Plan Updated?
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	Date Updated:
	


Actual Completion Date:  

	Date Submitted to Project Manager
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