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Project Change Management Form  

  I. Project Basic Info 
 project name  project code  

 prepared by  reviewed by

 project manager  date  

 

II Previous change record ( to record each previous change circumstance of the project in time sequence) 

Sequence NO. Change date Task concerned Change to Why requested Requested by Approved by 

1  

2  

3  

 

III Requested change ( to describe the raised change and reference ) 
1.  1. project item requested for change 

2.  the reason of change request 

  IV Outcome of impacts analysis 

Original plan affected 
1 2 3 

/

Cost/schedule impact analysis needed? 
 YES  NO 

 impact on cost  

 impact on schedule

 impact on resource

 level of change  high  medium  low 

What is the consequence if no change is 

taken? 

  V Signature of change approver 

 

 


