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Purpose

A brief introductory statement defining the purpose of the plan such as “The purpose of the Change Management Plan is to define all processes, practices, tools, review bodies, and approvals necessary to monitor and control project performance, and identify changes and the potential impact of change on project objectives.” (Remove this comment section from final document.)

Review and Approval Authority

This section should contain a brief statement outlining the change approval authority and should describe any review and approval bodies formed to support change control.  (Remove this comment section from final document.)

Organization

This section describes people and organizational units responsible for monitoring and controlling project change control.  It will also include roles and responsibilities for the project manager, the project team, the Change Control Board (if established) and project sponsors.  If the organizational structure is complex, include an organization chart. (Remove this comment section from final document.)

Threshold Limits

This section of the plan defines applicable thresholds with defined limits.  Depending on the size and complexity of the project and the relative magnitude of change, some changes will be below a threshold level and will not require review and approval. (Remove this comment section from final document.)

Change Identification

This section of the plan describes expected sources of indentified and proposed changes in scope, cost, schedule, risk, or quality.  It describes who will be responsible for documenting the identified changes and explains how and where the changes will be documented. (Remove this comment section from final document.)

Documentation Requirements

This section contains a brief description of the required documentation and expectations relating to the impact assessment of any proposed change.  It is suggested that, at a minimum, a change request log identifying the change, the area of primary impact and the documented impact to other project attributes be maintained.  A change request form is also recommended providing the details about the change and its impact on the project. (Remove this comment section from final document.)

Change Review and Approval Process

This section describes the change control review and approval process. (Remove this comment section from final document.)

Change Communications Process

This section defines the communication process that will be implemented with a reference to the Communications Management Plan.  Approved changes must be communicated to all project team members and key stakeholders.  Some changes will need to be communicated to the customer. (Remove this comment section from final document.)

Approvals

	Role
	Name and Title
	Signature
	Date

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


_____________________________________________________________________________________________

Page 2 of 5

