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Change Control Checklist
Best practices in any project management organization should include a formal process for managing and controlling project scope.  This process would typically include the formation of a change control committee as part of any major project organization.  Our Tool of the Month provides you with a checklist of steps to ensure that any requested change is initiated and implemented in an efficient manner.  The accountable person may be an administrative person associated with the change control committee or it could be the person requesting the change.

	Checklist Steps
	Completed

	1. Review proposed change with project sponsor and/or the change control committee
	

	2. Sponsor approval to initiate formal change process
	

	3. Initiate formal change to scope process (includes completion of a change control form that includes the following):
	

	· Date of request
	

	· Requestor
	

	· Resolution required NLT
	

	· Date of resolution
	

	· Description of scope change - Narrative
	

	· Benefits of scope change (brief description of why we need the scope change) 
	

	· Impact of change on project schedule - Narrative
	

	· How much will change cost - estimate
	

	· Who will be impacted by the change
	

	· When will they be impacted along the project timeline
	

	· Risks of making change - Narrative
	

	· Risks of not making the change - Narrative
	

	4. Route change control form to all members of change control committee
	

	5. Conduct regular follow up to ensure timely review
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