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Change Request Form Template
Please fill out the form below to make a change request. You will be notified when your change 
is in review and when a decision is made. Thank you.

Project Name

Requestor

Date

Name of 
Request

Request ID [Use this to include any specific request tracking IDs your organization 
needs]

Additional ID [Use this to include any specific tracking numbers or IDs your organization 
needs]

Change 
Description

What is the proposed change? What stakeholders may be impacted? What
assets / resources would be requested? What scope of change is being 
requested? 

Impact of 
Change

What is the impact of the proposed change? What key metrics would be 
impacted?

Proposed 
Action

How do you propose addressing the change needed? What scope are you 
proposing?

Status In Review? Approved? Denied?

Approval Date When was the change accepted or denied?

Approver Who approved this change?
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