CHANGE REQUEST FORM (UK) – TEMPLATE

	Project name
	[Project Name]
	Client
	[Client Name]

	Request ID
	[CR-001]
	Date requested
	[DD/MM/YYYY]

	Requested by
	[Name]
	Email/Phone
	[ ]

	Related agreement
	[SOW/Contract/Quote ref]
	Version
	[v1.0]



1) CHANGE DESCRIPTION
Describe the requested change (what is changing and why):
____________________________________________________________
____________________________________________________________
____________________________________________________________

2) IMPACT ASSESSMENT (TO BE COMPLETED BY SERVICE PROVIDER)
	Scope impact
	[What will be added/removed]

	Timeline impact
	[Extra days/weeks]

	Cost impact
	£[Additional cost]

	Dependencies
	[Access/content/approvals required]

	Risks
	[Any risks introduced]

	Notes
	[Any notes/assumptions]



3) PRICING & PAYMENT
Choose one:
☐ Fixed additional fee: £[ ]
☐ Hourly/day rate: £[ ] per [hour/day] (estimated: [ ] hours/days)
Payment terms for this change: [e.g., 100% upfront / added to next invoice]

4) DECISION
☐ Approved   ☐ Declined   ☐ Needs clarification
If declined or needs clarification, provide reason:
____________________________________________________________

5) ACCEPTANCE & SIGN-OFF
	Party
	Signature
	Date

	Client
	__________________________
	____ / ____ / ______

	Service Provider
	__________________________
	____ / ____ / ______



