


Deloitte Online — Change Request Form 

	Change Request Title 


	Change # 


	Customer 


	Project: 


	Change Requestor 


	Date submitted 


	Date by which change request needs to be approved 

	Date by which change needs to take place 

	
System(s) Affected 


	Change Type 
	
Software/Hardware/Configuration/Other 


	Impact 
	
	



Change Impact



	
Change Impact and Risk categorisation matrix


	
	High Impact

Low Probability

Risk category: 2
	High Impact

High Probability

Risk category: 1

	
	Low Impact

Low Probability

Risk category: 4
	Low Impact

High Probability

Risk Category: 3

	
	
Probability




Risk Category = 


	Short Description 

	Justification 


	Impact of not implementing proposed change 

	Alternatives to the proposed change 

	Detailed Description 
	or Reference to Supporting Documents 

	Cost approval required?

Procurement of Software required (over the value of $500)                   Yes                  No 



	CAB approval required?

Production Outage (outside scheduled maintenance window)                Yes                   No 

Potential Outage to production application or website                            Yes                  No 
                      
Risk category 1                                                                                         Yes                     No 

**If yes, the change must be scheduled for review at the next CAB meeting.**


	
Does documentation need to be created or updated?                               Yes                     No 

If yes, please attach reviewed documentation


	Approval

	Assessed By 
	Date: 

	Assessment Notes 
	or Reference Supporting Documents 

	Initial impact Analysis 
	Additional Work days: 
Additional Cost: 
(of which Rework cost is______) 

	Resolution Notes 
	or Reference Supporting Documents 

	Final recommendation 
	Assessment & Resolution Accepted         

Change Not Accepted                            

Change Deferred                                    until  


	Sign off
	Date: 






