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About this Document 





This document presents the standard procedure to be followed in the event that the client requests a change.





For more information about the procedures within this document contact Darryl Lyons (Project Manager) on (07) 3208 0213 or 0417 757 995.





This document was created using Microsoft Word.
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Summary





As a project progresses it is usually inevitable that a client will request a change in order to improve the quality of the final product.  Changes in the early stages of the project can usually be easily factored into the schedule and project plan.  As the project progresses the impact of changes increases exponentially.  This produces the need to implement a strategy to manage change control and ensure the are reasonably executable.





This procedure is also tied closely with the Risk Management Plan, as client change requests can be considered risks to the project that could, and usually do arise.








Procedure





Client detects need/desire for change.


Complete “Change Request Form”


Forward to Project Manager


Project Manager informs project team.  (may be more relevant to particular members)


Impact is discussed and researched if necessary.


Impact evaluated


Decision on impact – if the change is feasible in regards to schedule etc


Client informed of Decision.


If negative decisions client is made aware of options/alternatives if appropriate.


Client Considers and disregards or proposes change.


Process is repeated.








PLEASE NOTE:


Step numbers 9,10 and 11 are not n
