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[bookmark: _Toc243214703]What is Change Management?
Change Management is a process employed to ensure that changes are implemented in an orderly, controlled, and systematic fashion. The implementation of a change management process for organizations is to proactively minimize the impact of a change such as a major new computer system, patching of servers and desktop computers, or adding functionality to an application. Typically, organizations are making changes to increase productivity and/or revenues. The change management plan exists to minimize the productivity loss associated with change and to provide a formal process for:

Submission and receipt of change requests
Review and logging of change requests
Determination of the feasibility of change requests
Approval of change requests
Scheduling of change requests
Testing of change requests
Implementation and closure of change requests

[bookmark: _Toc243214704]When is a Change Request Submitted?
Deciding when a change request should be submitted is one of the most difficult items of change management.  It is best to submit a change request for a current project when the change will affect scope, budget, schedule, or functionality.  A change request should be submitted for a project under maintenance when the request will modify the functionality of the system, the request is outside the scope of maintenance, or when the cost of the request will exceed the maintenance contract.  Any concerns regarding if the request should follow the change management plan, the best practice is to contact PMO for assistance in making the decision.


[bookmark: _Toc243214705]The Change Management Process 
The Project Charter in conjunction with the Statement of Work is the contract for the initial project, all change requests must be submitted in writing by completion of the Change Request Form. The request will be recorded in the project’s Change Request Log, reviewed by the Project Manager, and assessed based on impact to: schedule, scope, budget, deliverables, objectives and effect on stakeholders/sponsors.

	Process
	Role

	Submit a request
	Business User

	Review request
	Project Manager

	Log change request
	Project Manager

	Evaluate change request
	Project Manager and Project Team

	Estimate impact to scope, budget, and schedule
	Project Manager and Project Team

	Update Change Request Log
	Project Manager

	Present to Project Steering and/or Sponsor (Change Control Committee)
	Project Manager

	Update change request log to reflect decision 
	Project Manager

	Notify Project Team and Business User of the decision
	Project Manager

	The Change Request should move to the next phase which may be execution or  closed depending on the decision made
	Project Manager





[bookmark: _Toc243214706]Change Management Roles and Responsibilities

	Role
	Responsibilities

	Project manager
	Developing change management plan
Evaluating change requests and estimating impact to scope, schedule, and budget
Taking change requests to change review board
Monitoring change requests
Logging change requests (using the Change Request Log)

	Project team
	Developing change management plan
Evaluating change requests and estimating impact to scope, schedule, and budget 

	Project Steering and/or Sponsor (Change Control Committee)
	Evaluating change requests and making decisions as to whether they are accepted, rejected, or deferred
Approving change management request




[bookmark: _Toc243214707]Project Steering and/or Sponsor (Change Control Committee)
Identification of the change control committee, which must approve the change request before the changes are integrated into the project plan and/or executed.

	Role
	Name

	Project Sponsor
	

	Project Steering Committee
	

	Project manager
	

	Project Team Member(s)
	





[bookmark: _Toc243214708]Change Request Log
Each change will be recorded and tracked in the Project Change Request Log (copy shown below).

	Project Change Request Log 

	No.
	Requestor
	Date
	Change Request Description
	Impact and/or Deliverables Impacted
	Priority
	Status Date
	Assigned Date
	Comment/Resolution

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	



[bookmark: _Toc243214709]Change Control Documents

	Document
	Function

	Change request
	Documents desired changes as requested or discovered
Documents what the change is
Documents the rationale and benefit of the change
Documents the risk of not changing
Documents the areas of the project impacted by the change
Documents the amount of impact in each affected area of the project

	Change log
	Summarizes change requests received
Tracks status of change requests submitted
Documents change decisions made, when, and by whom
Documents the recommendations for addressing the change in each affected area



	Type of Change
	Control Document

	Scope
	· Change Request Form
· Statement of Work (revisions)
· Functional Requirements 
· Testing Plan
· Budget & Cost Plan
· Project Plan

	Time
	· Change Request Form
· Budget & Cost Plan
· Project Plan

	Costs
	· Change Request Form
· Budget & Cost Plan

	Quality
	· Change Request Form
· Quality plan

	Accreditation and Certification
	· Change Request Form
· Accreditation and Certification Plan

	Risk
	· Change Request Form
· Risk management plan

	Communications
	· Change Request Form
· Communication plan

	Resources
	· Change Request Form
· Roles and responsibilities
· Responsibility assignment matrix
· Resource management plan
· Staff management plan

	Contracts
	· Change Request Form
· Procurement management plan
· Contracts
· SOWs  (statements of work)



[bookmark: _Toc243214710]Project Archives
Where will the signed change requests be kept?

[bookmark: _Toc243214711]Change Request Form
A complete Change Request Form must be submitted to the WVOT Project Management Office before any changes are integrated into the project plan. You may download a copy of this form at http://www.state.wv.us/ot.
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______________________________________________________
Signature of Sponsor

______________________________________________________
Printed name of Sponsor

______________________________________________________
Date



______________________________________________________
Signature of project manager

______________________________________________________
Printed name of project manager

______________________________________________________
Date
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<Process Name>


<Function>


WVOT Change Management Process


5.
Estimate Impact to Scope, Budget, and Schedule


6.
Update Change Request Log


7.
Present to Change Control Committee


Business User


Project Team


PMO


8.
Approve, Reject, or defer for iterations


9.
Update Change Request Log to reflect decision


10.
Notify Business User and Project Team of the decision


1.
Submits a Request


3.
Log Change Request


4.
Evaluate Change Request


Project Steering and/or Sponsor (Change Control Committee)


2.
Review Request


11.
Move Change Request to next Phase



