
Appendix C. 

Change Request Form 
SECTION 1: Must be completed by the user requesting the change. 

Date Request Submitted by User: 
Module or system impacted by the change: 

Description of the change request: 

Rationale for the change request (why the change is needed): 



SECTION 2: Must be completed by the Business System Analyst (BSA) 

Statement of Change Request/Severity of and urgency for the change: 

Notification Plan: 

Training Plan: 

Date Request Submitted to CMB: 



SECTION 3: Must be completed by the Change Management Board (CMB)

The Change Management Board has decided to: 

APPROVE  DENY NEED FURTHER ANALYSIS DEFER IMPLEMENTATION TO LATER TIME

Change Management Board Chair 

Name:  Digital Signature: 
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