Campus Services & Business Operations

Planning and Renovations


Scope Change Request
What is the purpose of this document?

CSBO Planning & Renovations provides this Scope Change Request for any changes after the Statement of Work has been finalized. This document will ensure that the changes are clearly stated and that the revised project deliverables meet everyone’s expectations.   Each section of this document describes the agreed-upon expectations for this change, and includes any relevant attachments that will help describe these expectations in detail.

Project Summary

	Project Name

	

	Project Description
	

	Department

	

	Client
	

	CSBO Project Lead

	

	Service Request Number
	


Scope Change Request
[Provide details about what the clients expectations are as well as any information related to deliverables.  Attach relevant drawings, schedules, etc. that clearly support what the client expects will be delivered as a result of this change]
Budget and Schedule

[Separately list any changes that will affect cost and schedule.]
Assumptions

[List any general assumptions regarding the change that if not held may affect the project deliverables or schedule.]
Constraints and Risks

[List any known risks or constraints related to the change that may affect the project deliverables or schedule.]

Acceptance and Authorization to Proceed

	[Client name] 
	
	[Services provider name] 

	Full name
	
	Full name

	
	
	

	Title
	
	Title
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	Date
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