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Change Request Form 

Change Request #: _____________                         Project: ___________________

	CHANGE REQUEST INITIATION:  

Requestor: _________________________________________________  Phone#: (___)__________ email: ________________________

Date Submitted: ____/____/____   System/Product/Service Name: _________________________  Version Number: _________________

	What needs to change:


Interface_______________    Data__________________   Documentation_______________  Other_____________________

	CHANGE TYPE:   New Requirement: ___     Requirement Change: ___      Design Change: __      Other: _______________________

	REASON:     Legal: ___      Market: ___     Performance: ___     Customer Request: ___       Defect: ______  Other: _________________


	PRIORITY:
Emergency: ______         Urgent: ______         Routine: ______          Date Required: ____/____/____

Reason for Emergency or Urgent request:



	CHANGE DESCRIPTION: (Detail the reasons for the change, the data and business information required or to be changed. List any business rules that affect the change.  Use examples and  attachments  if necessary)
Attachments: Yes / No



	BUSINESS ANALYSIS  EVALUATION :



Received By: ___________ Date Received: ___/___/___  Assigned To: _______________________  Date Assigned: ___/___/___

Documentation Affected: 

Section #
Page #

Date Completed
Initial
Requirements Specification
   
                ___________
________

______/______/______
_______

Traceability Matrix    

                ___________
________

______/______/______
_______

Acceptance Test Plan


___________
________

______/______/______
_______

Training Plan



___________
________

______/______/______
_______

User Manuals

                                 ___________
________

______/______/______
_______

On Line Help Files                                                    ___________
________

______/______/______

Other (Specify)



___________
________

______/______/______
_______



	TECHNICAL EVALUATION:  (Use attachment to explain changes, impact on other entities, impact on performance etc.)
Received By: ___________ Date Received: ___/___/___  Assigned To: _______________________  Date Assigned: ___/___/___

Type of Software/Hardware/etc. Affected_________________________________________________________________________

Modules/Screens/Tables/Files Affected: _________________________________________________________________________

Documentation Affected: 

Section #
Page #

Date Completed
Initial
System Design Specification

                ___________
________

______/______/______
_______

System Test Plan



___________
________

______/______/______
_______

System Reference Manual
                 
___________
________

______/______/______
_______

System Maintenance Manual

                ___________
________

______/______/______
_______

Other (Specify)



___________
________

______/______/______
_______



	TIME ESTIMATES to make the change:      (Use attachment if necessary.)

Lifecycle Stage
Est. Time
Act. Time
Date Comp.


Remarks
Requirements 
Impact Analysis                        __________
__________
____/____/____
  ___________________________________

Analysis/Design

__________
__________
____/____/____
  ___________________________________

Coding/Testing

__________
__________
____/____/____
  ___________________________________

Acceptance

__________
__________
____/____/____
  ___________________________________
Total Hours:                  ________
________ 
    
             ______________________________

Project Impact Analysis Needed:    Yes / No     (If yes, include impact on budget, resources, schedule, risk etc.)   

	APPROVALS:
Change Approved: ______       Change Not Approved: ______       Hold (Future Enhancement): ______

1. Signature ____________________________________________
Date: ____/____/____

2. Signature ____________________________________________
Date: ____/____/____

3. Signature ____________________________________________
Date: ____/____/____
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