Methodology Change Worksheet

This worksheet is designed as a checklist to ensure the proper steps are taken for any changes in the organizational project management methodology

Project Manager (Person Responsible) Name:  ________________________________

Project Manager (Person Responsible) Contact Info:  __________________________

Approval Authority Name(s):  _____________________________________________

Project Management Methodology Change Communications Checklist

· List Stakeholders (Audience)

· List Stakeholders (Authorizing signers)

· List goals/rationale for change (cite business or technical justification

· List timelines

· List expectations of who will be impacted in the workflow

· Integrate public relations and identify pilot

· Identify approved methods of communication (e.g., signature, e-signature, handshake)

· List date(s) of communications to all concerned parties

· Identify change requestor

· Establish feedback protocol and methodology

This form is used any time there will be a change in the project methodology or in the overall communications protocols for the project.  The concept is to create change, and at the same time, create a repository of forms and background information consistent with its structure.  This also allows for version control and encourages “bright ideas,” as well as ensuring that the approving authorities for all changes are clearly identified. 

