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	Request For Change (RFC) Form


	Transforming RFC Form
	Date: 
	WS Ref: [Completed by WS]
	PO Ref: [Completed by PO]

	Programme Area: [e.g. Workstream, Strand or Pan-programme]


	Project Ref: 
	Project Title:



	Name of Project Manager:


	Name of Person Requesting Change:



	What is the Proposed Change:

[Describe the factors leading to the need for a project change and the proposed change below]



	Impact of Proposed Change: [Document the impact of the change using the headings below]



	Customer & Clients
	[Describe any known impact on customers and clients as a result of implementing the change]

	Workstreams & Projects
	[Describe any known impact on other workstreams and projects within the transformation programme or BAU]

	Expenditure
	[Estimate the impact in £000s for one-off revenue expenditure, ongoing revenue and capital expenditure. Provide the impact as a % of the original project budget in the PID]

	Financial Benefits
	[Estimate the impact in £000s for any projected financial benefits specified in the PID, or additional benefits that may be realised as a result of the change]

	Non-Financial Benefits
	[Estimate the impact on any non-financial benefits specified in the PID, or additional benefits that may be realised as a result of the change]

	Technology Architecture
	[Describe any known impact on Technology Architecture]

	Process Architecture
	[Describe any known impact on  Process Architecture]

	Consequences of Not Doing the Proposed Change:

[Describe the impact of not doing the proposed change below]



	Action to Date:

[What action has been taken to address this issue so far?]



	Approval

	Decision(s) Taken (To be Completed by Approver of Change):

[Document briefly whether the RFC is approved or not and the business rationale for the decision]

	Name of Approver: [Print Name Below]


	Signature of Approver: 

	Date Approved:




	PO Use Only

	Updated PID Appendix & Project Plan received
	

	Programme Documentation updated
	

	Completed RFC & RFC decision returned to Owner of RFC
	

	RFC Closed on Change Control Log
	

	RFC filed on Programme Knowledge Library
	

	Date Signed-off by Programme Office Manager
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	Status: Draft
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