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1

SOW01CO01

SOW01

Date Adustments due to delay in 

SOW01 approval

Frank

6/12/02

6/12/02

Approved

2

SOW01CO02

SOW01

Remove C1.1 Technical Risk List

Frank

6/17/02

6/17/02

Approved

3

Master CO01

Master

This request is to supply a contractor 

resource (Darshan Timbadia) as an 

addition to the existing Master 

Agreement 

Frank

7/2/02

7/2/02

7/10/02

Approved

4

SOW01CO03

SOW01

Remove A2.3 and A2.4 (technical 

review 1 and 2)

Jeff

7/2/02

7/2/02

7/9/02

Approved

5

SOW01CO04

SOW01

Delay Due Date for B1.3 Scoring UC

Jeff

7/2/02

7/2/02

7/3/02

Cancelled

6

SOW01CO05

SOW01

Monthly payment for PM deliverables, 

change of Software Arch from 7/29 to 

8/15

Jeff

7/10/02

7/10/02

7/12/02

Approved

7

SOW01CO06

SOW01

Expansion of A1.4 allotment, removal 

of FE PM deliverables

Jeff

7/19/02

7/19/02

7/19/02

Approved

8

SOW01CO07

SOW01

Request to change the due date for 

B3.1 Architectural Baseline Code from  

8/12 to 8/26

Jeff

7/29/02

7/29/02

8/1/02

Approved
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In an outsourced project, change control processes are typically contractually defined.  The following describes a typical example of such a process.

	Step
	
	Description

	1
	Request
	A request is made for a change to the agreed up scope baseline.  The request may be internally or externally generated, may come in any form, and may have been prompted by any number of reasons or events.

	2
	Evaluate
	The project manager facilitates an evaluation to confirm that the requested change is in fact a change to the agreed upon scope baseline.  If so, the project manager implements the request as described below.  

	3
	Assess
	If the request is in fact a change to the scope baseline, the project manager assesses the impact on project schedule, budget and work products, using a similar approach as the original project planning process, utilizing team member expertise as needed.

	4
	Document
	The project manager documents the project impact and other critical information in a change order form.  A summary of the change is recorded in a change order log.  This log is often not required, but is a very useful tracking device.

	5
	Decide
	The change order is presented to the project’s governing authority, typically a steering committee or equivalent.  In some cases, the project may have a separate change management board to process change requests.  The governing authority decides whether or not to implement the change, and obtains approval for any needed additional resources (if it does not itself have the authority to authorize resource changes).

	6
	Incorporate
	The project manager incorporates changes into the project’s scope baseline in the form of such artifacts as contracts, statements of work, project plans, requirements and design documents.

	7
	Implement
	The project team implements the changes.


Sample change order log:
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