	<your business name here>  Professional Web Design
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[your logo here]
	Change Request – Approval To Implement
[your business name here]  Professional Web Design
Prepared by [your name here]

	
	
	 [your business name here]


1. PURPOSE OF DOCUMENT
This document has been prepared by [your business name here] to acquire acknowledgement and approval from [client’s business name] to grant the requested change as setout in this agreement.
2. CHANGE REQUEST SPECIFICATIONS
	CHANGE REQUEST 
      
	This is change request order no [insert request order no here] dated today, Friday, 8 February 2008 between

[your busines name here] (DEVELOPER) and [clients name here] (Client)

	CHANGE TITLE

	[insert title of change request here] eg. “Modification of main navigation etc”


	PROJECT TITLE

	[actual name of entire project] eg. “Jim Brown’s Plumbing Website”


	CHANGE REQUESTOR


	[person requesting the change]

	
CONTACT

Phone:

	[clients phone here]


	TYPE OF CHANGE REQUEST 
	 FORMCHECKBOX 
  New Change  FORMCHECKBOX 
 Ammendment  FORMCHECKBOX 
 Ongoing Request 

	CHANGE REQUEST CLASSIFICATION
	 FORMCHECKBOX 
  Standard   FORMCHECKBOX 
 Urgent 

	REASON FOR CHANGE REQUEST (what, why and reason)
	[provide a generalised description of what needs to be changed and why]

	
DATE OF CHANGE
	[insert date here]

	EXPECTED DURATION OF CHANGE
	[insert timeframe here]

	
EXPECTED OUTCOMES
	[description of what is expected as a result of making this change]

	
RELATED CHANGES
	[any other changes that must be made due to this change]

	POTENTIAL SERVICES/SYSTEMS AFFECTED
	[any potential downtimes or outages caused by this change]

	
RISK LEVELS
	 FORMCHECKBOX 
  Low Risk  FORMCHECKBOX 
 Moderate Risk  FORMCHECKBOX 
 High Risk

	
ROLLBACK CONTINGENCY PLAN

	[insert description of intended rollback strategy if any]

	ROLLBACK TIME

	[date or time of which its time to roll back If needed]
	ROLLBACK DURATION
	[length of time for rollback]

	GENERAL NOTATIONS
	· [insert general notations and comments as necessary here]
· [insert general notations and comments as necessary here]

· [insert general notations and comments as necessary here]
· [insert general notations and comments as necessary here]


	CLIENT OBLIGATIONS
	· [insert any client obligations or responsibilities as necessary here]
· [insert any client obligations or responsibilities as necessary here]

	EXCLUDED TASKS
	· [insert any tasks that are not required as necessary here]


	BASIS FOR CHARGING
	· [insert your charging or cost preferences here]

	PAYMENT TERMS
	Invoice terms are ten (X) business days.

	PROJECT SERVICES AND CHARGES
Fixed Price
	Project Stage


	Expected date*


	Payment proportion


	$A Amount (Inclusive of

10% GST)


3. AGREEMENT
This change request form and any Appendices attached thereto constitute the sole agreement between the Developer and the Client regarding this modification. It becomes effective only when signed the Client. It is the spirit of this agreement that this will be a mutually beneficial arrangement for the Client and the Developer. 

Both parties warrant that they have read and understand the terms set forth in this agreement.
On behalf of the Client.________________________

Date ______________________________________ 

On behalf of the Developer
[insert your name here]
Date 



Friday, 8 February 2008
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