Change control log

Your change control log might look something like the table below. An excel template can be found here. Instructions on completing the log are included below: 	Comment by Simmonds Helen: Insert template for use



	ID
	Description
	Priority
	Impact
	Initiator
	Status
	Date

	   
	   
	   
	Time
	Cost
	Quality
	Scope
	Overall
	  
	  
	  

	C0.00
	What change is being requested?
	H/M/L
	? days
	?££
	^ or v
	H/M/L
	H/M/L
	Who requested change?
	Live/Rej/App/Def
	

	   
	   
	  
	    
	  
	  
	  
	  
	  
	  
	  

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	



· ID - each request should have a unique code to identify it for easy reference

· Description - if the description is lengthy or complicated, you can summarise here and refer to the particular change request document

· Priority - How important is the change listed? High priority should only be used for changes without which the project cannot be a success, medium describes desirable changes, low describes trivial changes. Depending on the complexity of your project, you may wish to add more categories, such as having an "E" for essential"

· Impact - you should assess the probable impact of each change on the project definition and record your findings here. You may have to consult with others to assess how the change would affect them. When calculating the probable impact, remember to look at how any additional time, cost etc will affect the critical path of the project - you need to account for the impact overall

· Initiator - record who requested the change

· Status - record whether the change is live, accepted, rejected or deferred

· Date - date of last update to the change control decision
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				Change control log

				Last updated:

				Controller:

										Impact

				ID		Description		Priority		Time		Cost		Quality		Scope		Overall		Initiator		Status		Date

				C0.00		What is the change requested?		H/M/L		? days		?££		^ or v		H/M/L		H/M/L		Who requested change?		Live/Rej/App/Def		??/??/??

				Guidelines for completion

				ID: each request should have a unique code to identify it for easy reference.

				Description: if the description is lengthy or complicated, you can summarise here and refer to the particular change request document.

				Priority: how important is the change listed? High priority should only be used for changes without which the project cannot be a success, medium describes desirable changes, low describes trivial changes. Depending on the complexity of your project, you may wish to add more categories, such as having an "E" for essential".

				Impact: assess the probable impact of each change on the project definition and record your findings here. You may have to consult with others to assess how the change would affect them. When calculating the probable impact, remember to look at how any additional time, cost etc will affect the critical path of the project - you need to account for the impact overall.

				Initiator: record who requested the change.

				Status: record whether the change is live, accepted, rejected or deferred.

				Date: date of last update to the change control decision.






