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1. General Information
Guidance: Record basic project details so anyone reading the document immediately knows the context.
· Project Title: Project Name
· Project Executive: - 
· Senior Responsible Owner: 
· Project Organisation / Project Board: 
· Prepared by: 
· Date / Version: 

2. Change Control Items
Guidance: List every document or element that must go through formal change control. This prevents uncontrolled scope creep.
· Project Scope Statement  
· Project Schedule & Timeline  
· Budget & Cost Baseline  
· Quality Management Approach  
· Benefits Management Approach  
· Risk Register  
· All Baselines (Scope, Time, Cost)

3. Change Control Process
Guidance: Describe (or insert a simple flowchart) the exact steps a change request must follow. This is the “how” of change control.
· Step 1: Requester completes Change Control Request Form  
· Step 2: Project Manager logs the request and performs initial impact assessment  
· Step 3: Change Authority (or Project Board) reviews and decides (Approve / Reject / Defer)  
· Step 4: Approved changes are implemented and updated in the Project Plan  
· Step 5: All changes are communicated via the Communication Management Approach

4. Configuration Management Control Items
Guidance: List items that need version control (e.g. software builds, documents).
· All project management documents (PID, plans)  
· Software source code and builds  
· Test scripts and data  
· Infrastructure configurations


5. Configuration Management Control Process
Guidance: Step-by-step process for versioned items.
· New item submitted to the repository  
· Version number incremented (e.g. v1.0 → v1.1)  
· Change log updated  
· Old version archived (not deleted)

6. Naming and Marking Methods
Guidance: Standardise the naming of files and items.
· Example: <ProjectID>-ChangeRequest-001-v1.0.docx  
· All documents marked with “CONFIDENTIAL – <Project Name>” footer.

7. Submission and Retrieval of Control Items
Guidance: How to safely store and retrieve items.
· Use the <Organisation> approved repository (SharePoint / Azure DevOps). 
· Only authorised users may check out items.

8. Version Control
Guidance: Define release and approval rules.
· Major versions (1.0, 2.0) require Project Board approval. 
· Minor versions (1.1) require Project Manager approval.

9. Storage, Handling, and Disposition of Project Media
Guidance: Rules for electronic and paper records.
· All electronic files are stored in a secure repository. 
· Paper records shredded after project closure. 
· Retention period: 5 years or per <Organisation> policy.

10. Change Management Responsibilities
Guidance: Clear accountability table.

	Stakeholder
	Change Management Responsibilities

	Project Executive
	Final Approval of Major Changes

	Senior User
	Assess business impact

	Project Manager
	Initial review and impact analysis

	Change Authority
	Day-to-Day approval of minor changes



11. Configuration Management Responsibilities
Guidance: Who looks after versions and baselines?

	Team Member
	Responsibilities

	Configuration Librarian
	Maintain repository and version logs

	Project Manager
	Monitor and ensure all baselines are protected





