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PRJ – Template – Business Case Template

IBPL Sample Template
Change Management Checklist

Change Management Checklist

	Intended use of this checklist
	For a project team and/or a Project Manager to evaluate the effectiveness of the projects Change Management Process and how to revise the specific plans. The checklist contains items to consider for documenting change requests, handling them with a change process, and ensuring approved changes are included in the project deliverables.


	ID
	
	Items to be considered

	1. 
	
	Has a request been filed by a member of the project team or by a stakeholder (requirement, change, problem, defect, or other change)?

	2. 
	
	Has the change request been documented?

	3. 
	
	Has the change request been prioritized?

	4. 
	
	Has an approach been identified to handle the change?

	5. 
	
	Has a workaround been identified if the change is not implemented?

	6. 
	
	Has it been acknowledged that the change applies to this project?

	7. 
	
	Has an independent team or member (not the originator) reviewed the change request to determine whether or not it is worth evaluation for action?

	8. 
	
	Has an estimate been developed of project effort, cost, schedule, resources been determined?

	9. 
	
	Have the estimates been evaluated and authorized by a Change Control Board or other authority?

	10. 
	
	Have the results of the above evaluation been communicated to the requestor?

	11. 
	
	If the change is denied, has the requester been notified?

	
	
	The following steps are to be considered only if authorization for the consideration of the change was given.

	12. 
	
	Has the change been incorporated into the project work plan?

	13. 
	
	Does the incorporation of the change require an adjustment of resources?

	14. 
	
	Does the incorporation of the change require an adjustment to the schedule?

	15. 
	
	Have the changes in the plan been communicated and commitments established?

	16. 
	
	Has the work been performed to address the change?

	17. 
	
	Has the work been reviewed with all effected parties?

	18. 
	
	Have the associated verification activities been performed to ensure correctness?

	19. 
	
	Have revisions been placed under configuration control?

	20. 
	
	Have the change request records been updated to document the changes made?

	21. 
	
	Has the Change Control Board been notified that the change has been completed?

	22. 
	
	Have the change request records been updated to reflect completion status?

	23. 
	
	Has the requestor been informed of the final status?

	24. 
	
	Other?
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