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Scope Change Request Form


Large projects need more structure in regard to how the project team makes and manages scope change requests. Use the Scope Change Request Form to capture, screen, prioritize, and evaluate scope change requests. Use a separate form for each specific scope change request. Include enough information so that the team can identify and track the request, but not so much information that the form becomes a report. Keep a summary of all open and closed requests in the Scope Change Request Log. 

	XXX Project – Scope Change Request Form

	Scope Change Number:


	Requested By:

	Date Reported:

	Scope Change Status: 


	Scope Change Assigned To: 


	Date Resolved: 

	Scope Change Description: 



	Business Benefit: 



	Implications of Not Making the Change:



	Impact Analysis to the Project: 



	Alternatives:



	Final Resolution: 



	Approval From Sponsor to Investigate: (Optional)



	Approval From Sponsor for Final Resolution: 
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