Procurement Change Request Template

	Project Name:

	Prepared by:

	Date:

	Person(s) Requesting Change:



	Change Number:

	Type of Change Requested:

	
	Terms of contract 
	
	Termination of Contract 
	
	Description of Product or Service

	  
	Other (specify) 
	
	Other (specify)

	Detailed Description of Change:



	Detailed Reason for Change Requested:



	

	Effect on Project Cost:

	□ Projected Cost Overrun of approximately                 %

	□ Estimated Cost Reduction of approximately              %

	

	Effect on Schedule:

	□ Planned Project Completion Date:

	□ New Project Completion Date:

	Additional Remarks:



	Approval

	Project Manager
	Date

	Approval

	(Other)
	Date


