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Project Change Request Evaluation
Record the cost and schedule impact of added work before it is approved.
Use for one proposed change. Keep the original scope and the proposed change separately identifiable.
Project / change number / request date / requester

Reason and changed scope
What is changing, why, and what remains part of the original work.

Cost and schedule impact
Itemized addition or credit, revised finish date and effects on occupants or other trades.

Options and recommendation
Proceed, revise or decline; explain consequences and unresolved information.

Working record

Cost or schedule item Quoted change / evidence Clarification owner / due date

Decision / authorized approver / date / vendor notified

A submitted request is not authorization to start the changed work.
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