PRINCE2 Change Control Request Form 
Project Name
Project ID          
Request ID: CR-00 - [Insert Sequential Unique Number]

1. General Information
Project Title: 
Project Executive: 
Prepared by: 
Date Submitted: 

2. Change Request Information
Guidance: Be specific – what exactly do you want to change?
[Example: “Add new reporting dashboard for finance team”]

Proposed Change Description

3. Justification for Proposed Change
Guidance: Why is this needed? Link to business benefit.

4. Impact of Not Implementing the Proposed Change
Guidance: What happens if we say no? (risk, cost, delay)

5. Alternatives Considered
Guidance: List other options and why they were rejected.

6. Analysis of Change Request
· Impact on Scope / Configuration Items
· Impact on Project Budget (estimate in <Currency>)
· Impact on Project Schedule (additional days/weeks)
· Impact on Resources / Other Areas

7. Initial Review (Project Manager)
· Review Date:	 ___________  
· Reviewer: 	 ___________ 
· Recommendation:  ___ Approve   ___ Reject   ___ Defer until ____________  
· Rationale: 

8. Final Decision (Project Board / Change Authority)
Approval Status:  ___ Approved   ___ Rejected   ___ Deferred  

Special Conditions: 

Signatures (at least 2 required):

Name & Role ________________________ Signature ________________ Date ______
Name & Role ________________________ Signature ________________ Date ______
