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Overview:

Project Scope: 
<Re-state your project purpose and project goals sections from your Project Scope statement>
Purpose
The purpose of this plan is to define the process, tools, and stakeholders that the <Project Name> project will utilize to manage any changes to the project.  This plan will define how requested changes to the <Project Name> project are to be communicated, how the requested change will be analyzed to assess the impact on the schedule, budget and scope of the project, how decisions will be made concerning requested changes that impact the schedule, budget, or scope, and how those decisions will be communicated.  
The plan will also identify the project team members and stakeholders responsible for the processes and activities defined here and provide the schedule for the activities defined.
This Change Management Plan has been tailored for use in the <Project Name> project and complies with <Software Development Lifecycle process> and the <Project Management Process> process.

Assumptions
<List any assumptions that have been made in the development of this plan.>
Change Management Overview
Change Request Submissions
<Identify the tools you intend to use to capture change requests.  If you intend to use a template to capture information, provide details of its location.  Identify the person responsible for receiving the change request.>

Change Request Analysis
<Identify the process you intend to use for analyzing each change request.  If you intend to use different processes for different change requests, identify each process in turn.  Identify the stakeholders and SMEs who will be responsible for the analysis.>
Decision Making Process
<Identify each decision making process in turn, if there is more than one (you may want to identify a separate process for change requests that do not impact schedule, budget, or scope).  Identify the roles that are responsible for making the decisions.  Describe how decisions will be communicated to the submitter and stakeholders.>

Approved Change Requests

<Provide details of how approved change requests will be incorporated into the project plans.  Provide details of how the approval will be communicated to the submitter, stakeholders, and team.  Describe how the request will be disposed of after approval, i.e. archival.>
Rejected Change Requests
<Provide details of how the rejection is to be communicated to the submitter and stakeholders.  Describe how the request will be disposed of after rejection, i.e. archival. > 
Roles and Responsibilities

	Role and Organization
	Name
	Responsibilities

	Project Manager
	<Your name>
	Authors the Change Management Plan, schedules analysis, and planning meetings, tracks change requests, communicates change request related updates to project team.  <If the project manager will have a special role in the decision making process(es), specify that role here.>

	Change Coordinator
	<Coordinator’s name>
	Receives all change requests. Schedules decision making meetings, communicates all information regarding change requests, archives accepted and rejected requests. <Only use this role if someone other than yourself will be the change coordinator>

	Sponsor
	<Sponsor’s name>
	If the sponsor will have a special role in a decision making process, specify that role here.

	SMEs
	<SME names>
	Responsible for the analysis of change requests forwarded by the Project Manager and for providing cost and time estimates for changes impacting schedule, budget, or scope.

	Decision Makers
	<Decision Makers names>
	Responsible for rendering a decision on change requests based on information provided by SMEs.


Schedule
	Activity
	Frequency
	Comments

	Change Request Submissions
	
	

	Change Request Screening
	
	

	Change Request Analysis
	
	

	Change Request Decisions
	
	

	Change Request Communication
	
	<Omit this row if you cover these communications in your Communication Plan>


