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Change Request

	1. Key info

	Client:
	

	Statement of Work (SOW) number affected by the change:
	

	Project name:
	

	Job number:
	

	Change Request number:
	

	Change requested by:
	

	Date:
	




	2. Change details

	Description of change requested:
	

	Reason for change:
	

	Proposed resolution:
	DESCRIBE how the change will be made and when, and any further detail required if the change itself is not explicit (e.g. ‘add comms tactic to target under 30s).




	3. Impact

	Scope:
	DESCRIBE the impact on the project scope, including any testing implications.

	Schedule:
	DESCRIBE the impact to the project schedule; once the change request is accepted – update the project plan.

	Fees:
	DESCRIBE the impact on the project fees (NB the fees could increase or decrease), including any print etc fees, and state that: The adjustment to the fees will be accounted for in the final project invoice, as noted in the Statement of Work.

	Risk:
	DESCRIBE any risks arising from the change and what will be done to mitigate the risks – e.g. additional testing required.

	Other:
	DESCRIBE any other impact, e.g. team/client absences during revised schedule.




	4. Approval

	Gallagher Communication
	INSERT client name

	By:
	By:

	Authorized Signature:
	
	Authorized Signature:
	

	Printed Name:
	
	Printed Name:
	

	Title:
	
	Title:
	

	Date:
	
	Date:
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