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	Change Management Process

	[Describe the process to manage, verify and control changes.  Review the PM Process Guide as needed.  Describe the escalation process if changes cannot be resolved by the persons responsible for reviewing and approving changes.  Describe the methods that will be used to communicate change requests and changes.  A Change Request Form template is available on the EPMO website.]






	Roles and Responsibilities

	[List the roles and responsibilities as they relate to the Change Management process.]

	Roles
	Responsibility

	Sponsor – Name
	[Make key decisions about project]

	Project Manager – Name
	[Oversee the project]

	Business Lead - Name
	[Provide business expertise]

	Technical Lead - Name
	[Provide technical expertise]

	Legal Lead - Name
	[Provide legal expertise]







	Rules/Procedures

	[Describe what rules or procedures the team must follow when logging, managing and assessing changes.  Should all changes be submitted to the project manager?  What mechanism must be used to log changes?]





	Change Impact Analysis Approach

	[Describe the process that will be used to assess the impact of each change.  As an example:
1. Submitted changes should be reviewed by the project manager for completeness
2. Review the change for technical clarity
3. Conduct question/answer session with change submitter
4. Conduct technical analysis of proposed change
5. Develop estimates (effort, duration, cost) for the change
6. Conduct impact analysis on existing work plan schedule, cost and resource usage
7. Document impact
8. Review impact with sponsor for approval or disapproval]








	Tools

	[List any tools that will be used to track changes for the project.  A Change Log is provided in the Project Log template on the EPMO website.]
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