Change Control

Process for ACME Inc

DRAFT

1.0 Process Scope and Definition

1.1 Process Scope

The scope of this process is limited to managing changes within and throughout a project’s lifecycle at ACME, Inc. 

1.2 Process Definition and Purpose

Change control is defined as a control process concerned with:

· determining when a change has occurred

· determining whether to accept or reject a potential change

· managing changes, whether they are accepted or rejected

1.3 Examples of Change

· scope of the output of the project

· scope of the project, i.e., the work that must be performed to deliver the product

· performance management baselines of the project

· Quality, schedule, cost, risk, staffing, etc., of the project

· Project estimates for cost or schedule

2.0 Process steps , Key Activities, Roles and Responsibilities and Outputs
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3.Process Flow

4.0 Process Templates (Change Request Form)
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Change Log Form
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Appendix A: Change Typology

Categorizing Change

The Project manager needs to determine if the change requested is a major or minor change to the project. 

Minor (can be handled within change budget and existing schedule float)

· no change in the scope of the project

· work “as is” or with minor adjustment to activity

· no impact on current processing

· no impact on schedule

· no impact on budget 

· no impact on project deliverable due dates

Major (cannot be handled within change budget and existing schedule float)

· change in the scope of the project

· impacts scheduling and key delivery dates

· change in the implementation approach or design

· impacts other projects and their delivery due dates

· impacts budget
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