
Change Request Form Sample
This change request form sample streamlines the documentation of business process modifications, ensuring clarity and
accountability. It facilitates effective communication among stakeholders and supports structured evaluation of proposed
changes. Utilizing this form helps organizations implement improvements efficiently and minimize disruptions.

Request Details

Request ID [Auto-generated]

Date Submitted [MM/DD/YYYY]

Requested By [Name, Department]

Contact Information [Email, Phone]

Title of Change Request [Concise title]

Priority [High / Medium / Low]

Description of Change
Describe the current process and the proposed change(s). Please include objectives, scope, and any relevant
background information.

Current Process [Detailed description]

Proposed Change [Detailed description]

Reason for Change [Why is this change necessary?]

Expected Benefits [Efficiency, accuracy, cost saving, etc.]

Risks/Impacts [Potential risks, disruptions, or negative impacts]

Stakeholder Review
List stakeholders consulted and summarize their feedback.

Stakeholder Role/Department Feedback/Comments

[Name] [Role] [Summary of input]

Implementation Plan
Outline steps, timeline, responsible persons, and resources required.

Step Responsible Deadline Resources Needed

[Step 1] [Name/Team] [MM/DD/YYYY] [List resources]

Approval
Please collect necessary approvals before proceeding.

Approver Role Signature Date



[Name] [Role] ________________________ [MM/DD/YYYY]
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