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CHANGE CONTROL PROCESS 
	Purpose:

	This template is used to define the change control process.  The Change Control Process documents and tracks the necessary information required to effectively manage project change from project inception to delivery.  The Change Control Process establishes an orderly and effective procedure for tracking the submission, coordination, review, evaluation, categorization, and approval for release of all changes to the project’s baselines.

The Project Manager should review and gain agreement on this process with key stakeholders such as the lead Customer/Program Area Representative, Project Director, or Business/Technical Lead(s). 

Change control can differ from project to project depending on project size, experience and authority of the Project Manager, and the level of support from the Project Sponsor and Project Steering Committee.  Considerations when developing a change control process include:  
· Rules to define a “change”. A change may include an adjustment to ANY aspect of the Project Plan or deliverable, or include only adjustments that effect CSSQ.
· Considerations for change levels or categories. Do you need to define more than one type of change; small, medium and large?  Do you need to define what different priorities will mean; low, medium, high?
· Who will evaluate the adjustment to determine whether it is an actual change and determine the potential project impacts?

· Rules to define who is authorized to accept or reject a change. Are there different levels of authority for different change levels?
· Will your project have a Change Review Board? Who will be on the board?

The change control process utilizes the Change Request Form to define the change and the Change Control Log to document the change and the determination (accept/reject).



	Audience:

	Project Manager, Project Team Members, Project Sponsor, Project Director, Change Review Board


	Phases where to use this template:

	Phase
	Created/Elaborated?
	S
	M
	L

	Planning
	Created and elaborated upon during the Planning Phase
	
	
	

	Execution and Control
	Continuously elaborated upon during the Execution and Control Phase
	
	
	


Note: Please remove this Introduction page and all blue instruction text listed above and below before submitting.

CHANGE CONTROL PROCESS
	PROJECT IDENTIFICATION

	Project Name:
	

	Project Sponsor:
	

	Project Director:
	

	Project Manager:
	

	Date:
	


	CHANGE INITIATION

	Provide a list of names or roles who can initiate a change. A Change Request Form should be completed to initiate a change.

	Name
	Organization
	Project Role

	
	
	

	
	
	

	
	
	


	CHANGE REVIEW BOARD OR CHANGE EVALUATOR(S)

	A project may have a Change Review Board, responsible for evaluating a change and making a determination whether to accept or reject the proposed change. 

Provide a list of names or roles responsible for evaluating a change. Change evaluation requires review of a completed Change Request Form. The evaluation provides a determination, whether to go forward with the change, or not.

	Name
	Organization
	Project Role

	
	
	

	
	
	

	
	
	


	CHANGE EVALUATION CRITERIA

	Provide business rules and criteria for determining the impact and priority of a change. Impact and priority will be used to evaluate the change and determine acceptance or rejection of a change.

	


	CHANGE PROCESS STEPS

	Document the steps of your change control process. Sample change process steps are provided below. These steps may be removed, added to or redefined depending on the project and the project manager’s authority.

	Step
	Description

	Identify the Change
	A project change is identified by a project team member, project sponsor, the project steering committee, or other internal or external stakeholders, and communicated to the project manager. 

	Evaluate Impact
	An initial evaluation of the impact of the change is performed. If the impact is small, i.e. does not require changes to CSSQ, the change may simply be accepted or rejected by the project manager or other project role as defined. If there is impact on CSSQ, the change should go through a formal change control process.

	Initiate Change Request
	A submitter completes a Change Request Form and sends the completed form to the Project Manager or Change Manager

	Log Change Request
	The Project/Change Manager enters the change request into the change control log. The change request status is updated throughout the change control process as needed.

	Evaluate Change Request
	Project personnel review the change request and provide an estimated level of effort to process and develop a proposed solution for the suggested change

	Decision on Change Request
	Authorized personnel decide whether to approve or reject the change request.  

	Implement
	If approved, make the necessary adjustments to carry out the requested change, update the project plan and communicate change request status to the submitter and other stakeholders. Changes may also require contract changes.  


	PROJECT SPONSOR APPROVAL:

	The signature below signifies acceptance of this change control process.

	Name:
	

	Signature:
	

	Date:
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