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Scope Change Request Log


The Scope Change Request Log contains a summary of all scope change requests. Use it to track all scope change requests, and to ensure that scope change resolution is proceeding. Include enough information to ensure that the project team does not overlook any scope changes, but not so much detail that scanning becomes difficult. To maintain readability, make sure that the information fits on a single sheet of paper or in a single screen. Represent each scope change request on one line of the following Scope Change Request Log.

If you choose to also use a specific Scope Change Request Form, then map each Scope Change Request Form to one row in this log.

	Scope Change #
	Scope Change Description
	Priority

(Med/

High/

Low)
	Date Reported
	Requested By
	Assigned To
	Date Resolved
	Status
	Resolution/Comments
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