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The following are suggested sections for the Integrated Change Control Plan.
Purpose of Integrated Change Management Plan
Describe the purpose of the Integrated Change Management Plan using the following guidelines.  Do not merely describe the content of the plan, but explain why Integrated Change Management is necessary for the project.
Projects are dynamic efforts and as such change is inevitable.  One of the greatest challenges to a project’s success is controlling the impact of change or managing changes to the benefit of the project objectives.  By accepting the fact that change will occur and planning for the management of change, the probability of project success is increased and enhanced.
The purpose of the Integrated Change Control Plan is to define all processes, practices, tools, review bodies, and authority necessary to monitor and control project performance, identified change and the potential impact of change on project objectives.
Roles and Responsibilities 
Describe how the following project participants, at a minimum, perform in the planning and execution of project change management.
Project Sponsor 

Project Manager 
 
Project Team 

Other Stakeholders

Review and Approval Process
Describe the process to identify change in the project scope, cost and budget. Describe the change approval authorities and review boards that will process project change control documents. An example may be a change control board made up of leaders in various project disciplines such as project management, cost, scheduling, configuration management, technical design, and test. Sponsors, system owners and users should also be considered. A process flow chart is appropriate for this section. (See the notional flow chart in the Change Control section of the Project Handbook Appendices)
The following text and chart comes from the VA project plan for EVM. Provided as reference only
Following are the steps involved in the change control process.  A process flow diagram at the end of this section graphically displays the steps. 
I. A potential change is identified by any team member or project stakeholder. 
II. The change request form is completed (see appendix of this document) with the assistance of the Project Manager or designee.
III. The Project Team evaluates the request to make sure impacts are thoroughly discussed and identified on the form. Decision-makers should be able to clearly see the impact of change on the project (time cost, scope, quality and risks).
IV. If the impact of the change the thresholds outlined in this plan then the change is presented to the [Approval Body] for review.  The [Approval Body] chair has ultimate approval or denial of the change. Any changes under the threshold for [Approval Body] approval are sent to Project Manager for approval.
V. If the change is denied the reason is documented and the requestor is notified.  No other action is taken.
VI. If the change is approved then it is documented and implemented.  The change will be reflected in all the appropriate Project Management documents. (e.g. schedule, budget, WBS, Risk management plan etc.)  Re-baselining may be appropriate (see section on re-baselining below).
VII. If a change request is deferred, then one of two actions is taken.  In the case where a “trigger event” which would necessitate the change is known, the Project Team will monitor the occurrence of the event. The change request will be re-visited when the event occurs. Otherwise, the Project Team will schedule a date to re-evaluate the request.

The Review and Approval Process Flow Chart is presented here
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)Change Thresholds
Describe the limits that trigger the change control process for scope (WBS), cost, schedule and possibly resources. An example may be critical WBS elements where costs exceed 10% of budget, or perhaps a schedule element that is falling behind and will require additional resources to meet a critical deliverable.
Change Identification, Documentation, Implementation and Reporting
Describe the initiation of a change control form and the documentation required to track a request. Describe automated tool used to manage and track changes and identify the process for entering and reporting changes. Also, if the project has a change control board, describe the process for preparing the agenda and communicating results to the stakeholders. Describe the process for updating the WBS, schedules and budget/cost documents with approved changes. If the baseline for these documents changes, describe the means for capturing the baseline change in the OMB Exhibit 300 process.
Re-baselining
Describe the reasons and procedures for re-baselining such as in the statement below:
The project WBS, schedule and costs are all baselined early in the project.  Any of these artifacts may experience enough change throughout the project to require re-baselining. The original baseline is never over-written.  Change requests submitted after re-baselining will be assessed for impacts against the revised baseline, not the original baseline.  
General guidance for re-baselining includes:
· General cost overruns and schedule slippages due to performance or poor estimation are NOT sufficient reasons to re-baseline.
· As long as there is no change in scope, a project manager is able to further decompose activities that were previously recorded at a higher level.  This DOES NOT constitute a re-baselining but is considered an update.
· Requested changes to cost and/or schedule to achieve the original scope. This DOES constitute a re-baselining.
· Reductions in funding ARE an acceptable reason to re-baseline.  This should be accompanied by an explanation of how the funding cuts impact the original scope of the project.


Appendix A. – Change Request Form
The attached form is to be used for all change requests in the project affecting scope, schedule, cost and risk. 

Revisions to the template should be noted in the Record of Amendments at the end of this document.



RECORD OF AMENDMENTS

	Version
	Author
	Date
	Comments

	1.0
	
	7/21/05
	Draft 1. Based on template created for VA IT change management

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	




Refer to the last page for a diagram of the change approval process
	1. Change Request Information – To be Completed by Requestor

	[bookmark: Text38]Requestor      
	[bookmark: Text39]Request Date      

	Proposed Change Description and References
[bookmark: Text4]     

	Justification/Reason for Change
[bookmark: Text5]     

	Impact of Not Implementing Proposed Change
[bookmark: Text6]     

	Alternatives
[bookmark: Text7]     

	[bookmark: Check3][bookmark: Check4][bookmark: Check5]Baseline(s) Affected:    |_|Scope (WBS)		|_| Schedule		|_| Cost

	[bookmark: Text14]Impact on Scope	     

	[bookmark: Text15]Impact on Schedule	     

	[bookmark: Text16]Impact on Cost		     

	Risk Analysis

	[bookmark: Text42]Reference Risk Number      
[bookmark: Text43]Risk Description	      
[bookmark: Dropdown4][bookmark: Dropdown5]Change in Risk Impact		From 			To 
[bookmark: Dropdown6][bookmark: Dropdown7]Change in Risk Probability	From 			To 
[bookmark: Text44]Change Impact Analysis on Risk      



	2. Impact Analysis – To Be Completed by Earned Value Team

	[bookmark: Text18]Review Date	     
[bookmark: Text41]Change Control Number 	     
[bookmark: Text17]Comments	     
[bookmark: Dropdown3]Classification 	



	3. Project Manager Review Results – To Be Completed by Project Manager

	[bookmark: Text8]Review Date       	
[bookmark: Text40]   Comments      
[bookmark: Check6]Approved	|_|
[bookmark: Check1]Forward to EPMC	|_|	
[bookmark: Check2]Rejected	|_|	
[bookmark: Text11]Defer Until (trigger event or future date) 	     	

	[bookmark: Text12]	Reason for Rejection/Deferral       





	4. [Approval Body] Review Results – To Be Completed by [Approval Body]

	Review Date       	
   Comments       
Approved	|_|	
Rejected	|_|	
Defer Until (trigger event or future date) 	     	

		Reason for Rejection/Deferral	     

	[bookmark: Text20][bookmark: Text24]Name       	Position      
Signature:__________________________
[bookmark: Text21][bookmark: Text25]Name       	Position      
Signature:__________________________
[bookmark: Text22][bookmark: Text26]Name      	Position       Signature:__________________________
[bookmark: Text23][bookmark: Text27]Name       	Position      
Signature:__________________________


 


Change Request Process Flow Diagram
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