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Brief description of change:HERE



Proposed Date/Time:HERE

HERE



IS HoD approval:
[bookmark: _GoBack]Phone (Ext): HERE


HERE


Service Owner Approval: 
Change Request Description


	1. Description 
Detail the following: What is happening and why? What system is involved, Who will it affect? How will it affect them? 

	HERE




	2. What are the consequences of not doing this request?
Include any impact on costs, benefits or users.

	HERE




	3. Timing
State when the request is required to take effect (Working Hours/ Out of hours) and if any training is needed?

	HERE




	4. Resources
Details of teams required to contribute resources / skills during change window.

	HERE




	5. Impact to the service during application of the change.
Detail the impact to the service during the change window and impact to users and dependent Services.

	HERE






	6. Risk and Impact Analysis of Making the Change. 
Detail where appropriate in the options provided.with the 

	Number of users affected

Number of services affected

Criticality of Services affected

Duration of service outage

Probability of failure




	7. Type of change? 

	|_|   BAU/Operational     |_|   Project/System-Wide     



	8. Who does the change impact? 

	|_|   Students     |_|   Staff     |_|   External     



	9. Rollback Plan
Details of how the request can be rolled back and how long. If bno roll back possible, state why.

	HERE
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