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	Quality Check

	1
	Is the issue management procedure defined and understood?

	2
	Is the change control procedure defined and understood?

	3
	Are the responsibilities very clear and understood by both user and supplier?

	4
	Is configuration management of the specialist project products being performed?  

	5
	Scales used (for priority and severity) and clear and applied correctly?

	6
	Are the reporting requirements well-defined (e.g., using issue report, when to report change requests)?

	7
	This approach appropriate for this scale and type project?









1. [bookmark: _guuxml79frzs]Introduction

Change requests are encouraged during the project as they may bring significant benefits in terms of new capabilities, products or cost savings.  A material change is defined as a proposed deviation from the approved project tolerances, raised after the project initiation document (PID) has been approved by the project board.  Any material change request raised before the PID has been approved are to be considered for inclusion in the project and the impacted baselines.  

This change control approach defines how any material changes to any of the project baselines will be managed during the project:

· Benefits
· Scope 
· Time
· Cost 
· Quality
· Risk

Any material changes shall be formally captured and managed according to the procedure, tooling and recording described below.  This approach must be aligned with any contractual, corporate or programme change policies and/or processes.  Material changes to benefits may even result in premature closure of the project by the project board.  
2. [bookmark: _nvd7bexn65y4]Procedure
The following procedure will be followed for change requests:

 1. Propose or identify a change

All requests for change should be initiated as a discussion with the project manager who will seek to ensure that it is relevant to the project, isn’t duplicated or form part of the existing scope, or a previous change request.

In the event the request is a relevant and material change, or the requester isn’t satisfied with the project manager’s initial assessment, an issue will be raised in the Issue Register and entry added to the Daily Log.
	
 2. Impact assessment and project manager’s recommendation
	
The project will carry out the initial assessment of the request for change issue and record the severity and impact of the issue in the Issue Register.  For complex or material changes the project manager may draft an issue report (see Change Request template) and consider the impact on the business, user and supplier contributions to the project.  The project manager may consult with any stakeholders, including the project and programme board/corporate organisation to ensure the issue is clarified and prioritised, before making a recommendation to the project board.
   
 3. Making a Decision

Where the project project tolerances for the baselines are exceeded by the project manager’s recommendations for corrective actions - or the recommendation is challenged - the identified options for the change request should be considered by the project board.  The project manager may call a special meeting to address the change and secure a decision from the project board.    

The project board will considered the proposed change and decide on the corrective actions as follows:

	Request for Change - project board decision options

	Request for Change
	A. Approve - must include timing and how the change will be funded (i.e. increased budget, reduce project scope or use change budget agreed in the PID) 
B. Reject - the change request will not be included in this project or any other project   
C. Defer decision - may be considered at a later stage or in a future project
D. Request more information - clarification of the change request or the options presented
E. Exception plan - if no change or limited change budget has been provided or is beyond the limits delegated to the change authority

	Off-specification
	A. Grant a concession without any immediate action other than updating the product description and any associated documents (e.g. quality, testing, etc.)
B. Resolve the off-specification - instruct the team to close the gap
C. Defer decision until a later stage or project
D. Request more information  
E. Exception plan -  if no change or limited change budget has been provided or is beyond the limits delegated to the change authority



Based on the decisions made the project manager will update the issue register and inform all impacted stakeholders.

4. Make the Change

The actions and impacts of the change may involve updating product descriptions, work packages, baselines, the project plan and schedule, work packages, etc.  All such changes should be drafted as a new version of the artifacts and the previous version will be retained in the archive folder.

 5. Closure

The change request and issue register will be updated and an entry added to the daily log and the relevant project management reports will reflect these updates when they are produced and distributed.
3. [bookmark: _fi8lkldlugvl]Templates
[Are you going to use any templates for submitting and tracking issues?]

Simple changes may be tracked using the Issue Log.  Where analysis and the consideration of options is required, the Glidepath PM change request template must be used.

4. [bookmark: _d6wfls42dwo2]Tools
[Are you going to use a system for issue management?]
Requests for change will be tracked on the daily log and issue register, which must be hosted on the project collaboration folder.
5. [bookmark: _hdgwudxdtbol]Records

[What are the fields in the Issue Register?]
[bookmark: _3pn1hm1k3oc4]

6. [bookmark: _cb45cywlqw7h]Scales


	Change rating scales
	Urgency

	
	Low
	Medium
	High

	

Impact
	High
	LH
	MH
	HH

	
	Medium
	LM
	MM
	HM

	
	Low
	LL
	ML
	HL


  


7. [bookmark: _s1vv4khou9eb]Timing
[How long do you expect each issue management step to take?  What is the sequence of issue management events?]


Urgency high, Impact High/Med: 
    - documented, reviewed and proposed within 24 hrs
     - board decision within 36 hrs
  Urgency Medium, Impact High/Medium 
    - documented, reviewed and proposed within 48 hrs
    - board decision within 5 working days of request
  Urgency Low, Impact High/Medium
    - documented, reviewed and proposed within 5 working days
    - board decision within 10 working days of request
  Urgency Low, Impact Low
    - documented, reviewed and proposed within 5 working days 
    -  Executive decision within 10 working days of request]
8. [bookmark: _65bu1bjqtryb]Reports
[What reports are you going to have for issues?]
9. [bookmark: _g7l0yvw2nt9j]Responsibilities
[What are the responsibilities related to managing issues?]
10. [bookmark: _g0mh6g3kh7la]Appendix A: Change Control Approach Revision
[bookmark: _ax0xypwz3sx3]Change Control Approach History 
[How did the approach emerge, what was the source and who was involved?]

[bookmark: _p1bktoawi83d]Revision History
	Ver
	Date
	Changes
	Name (Role)

	
	YYYY/MM/DD
	
	

	
	
	
	

	
	
	
	


[bookmark: _ntlqsxcny3d2]Approvals received
	Ver
	Date
	Name (Role)
	Comments

	
	YYYY/MM/DD
	
	

	
	
	
	

	
	
	
	


[bookmark: _t3t8s0u1bazn]Distribution List
	Name (Role)
	Medium/evidence
	Date

	
	
	YYYY/MM/DD 
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