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Ohio Board of Regents
	REQUEST FOR CHANGE



Purpose: The (RFC), Request for Change is to document the detailed description of the change, analyze the project and business impact of the change if it occurs and to document the approval response.

< Requests for changes to the project may come from many different sources including management, business partners, users, technical resources, and team members. Each request should be listed on the Change Log after it is analyzed on the RFC Form.> 
	Project Identification (Completed by PM or Initiator)

	Project Name
	Project Number

	
	

	Program Manager
	Project Manager

	
	

	Date Submitted
	Submitted or Initiated By

	
	


	Change Description (Completed by PM or Initiator)

	<Decribe in detail the change and in what phase of the lifecycle it will occur. Define the product or technical design modifications that will occur. Consider the five transaction types when defining the full scope of changes (create, read, update, delete, list).  Be sure to state the reason for this change.> 



	Change No. (Completed by Project Manager)
	Priority (Completed by Project Manager)
	PM Process (Completed by Project Manager)
	Lifecycle Phase (Completed by Project Manager)

	<Enter the change number on the Project Change Request Form in order to cross-reference the Form with the Change Log. The Change Number is the identification number assigned to the change request when the change is recorded in the Project Change Log. Use a sequential numbering scheme that will be applied to all changes for the project, i.e., 1, 2 ect.>
	<This priority code indicates the impact of this change on the project:>

H = High (extremely important or imperative to project success)

M = Medium (important to project success, but a work around exists)

L = Low (this change is desirable, but with little impact if the change is not made)
	<List the PM Process that this change applies to:>

· Opportunity Assessment

· Initiating

· Planning

· Executing/
Controlling

· Closing
	<Type the lifecycle Phase for this change. For example the Software Development Lifecycles are:>

· Opportunity Assessment

· Concept

· Requirements

· Design

· Deployment

· Testing

· Docuementation & Training

· Deployment

· Post Deployment

If this project is not a Software Development Lifecycle, type the Phase of the lifecycle the change applies to.




	Impacts (Completed by authority selected by Project Manager. Please use Impact Analysis and Cost and Benefits Checklists)

	Factor
	Description

	Scope
	<How does this change affect scope? Describe what work is added or removed.>

	Schedule
	<How does this change affect the timeline of the schedule? List the duration in days. Describe any major milestone target date modifications or if the end date of the schedule has changed.>

	Resources
	<Define the staff needs or adjustments required for this change.>

	Budget
	<State the cost to complete this change. Identify and analyze projected financial consequences of making the change. Estimate cost differentials as precisely as possible>

	Assumptions
	<List any business and/or technical assumptions for this change.>

	Impact of not doing the Change
	<List the negative impact to the project if this change is not carried out. This would be the “Justification” to do the change.> 

	Other
	<State any other factors, such as impact on other interlated projects.>


	Recommended Action (Completed by Project Team and Project Manager)

	<List in bullet form, the action steps needed to carry out the change.>

· 


	Other relevant information  (Completed by authority selected by Project Manager)

	Alternative Soltions

	<Optional Section - List any alternative solutions if applicable.>

· 


	Change Approval

	Name
	Title
	Date
	Approved

	
	Project Manager
	<List in the format mm/dd/yy>
	<yes, no, deferred to another project, deferred to another phase of the project.>

	
	Technical Manager
	
	

	
	Project Owner
	
	

	
	Program Manager
	
	

	
	Project Sponsor
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