Change Request Document
A formal change request template for documenting proposed changes, impacted systems, implementation steps, risks, and approvals.
Document Metadata
	Change Request
	CRD-2026-1006

	Request Date
	24 May 2026

	Change Type
	Change Type sample value for Change Request Document with realistic business context

	Status
	Ready for customer review


Business Parties
	Requester
	Name
	Jonathan Lee



	Department
	Procurement



	Business Owner
	Sofia Martinez



	Change Governance
	Change Manager
	Lucas Bennett



	Sponsor
	Executive Sponsor sample value for Change Request Document with realistic business context



	Target Date
	12 May 2026





Change Summary
Change Request Document sample narrative for change summary. This section uses realistic business wording with enough length to test wrapping, paragraph flow, and spacing in Microsoft Word. The content is intended for customer preview and can be adjusted to match the final process language.
Business Justification
Change Request Document sample narrative for business justification. This section uses realistic business wording with enough length to test wrapping, paragraph flow, and spacing in Microsoft Word. The content is intended for customer preview and can be adjusted to match the final process language.
Rollback Plan
Change Request Document sample narrative for rollback plan. This section uses realistic business wording with enough length to test wrapping, paragraph flow, and spacing in Microsoft Word. The content is intended for customer preview and can be adjusted to match the final process language.
Impacted Systems
	#
	System
	Impact
	Owner
	Criticality
	Notes


Implementation Steps
	#
	Step
	Owner
	Start
	End
	Status


Risk Items
	#
	Risk
	Likelihood
	Impact
	Mitigation
	Owner


Approval History
	Step
	Approver
	Role
	Decision
	Date
	Comments



	Estimated Cost
	18,825.00

	Target Implementation
	12 May 2026


Terms and Notes
	Payment / Settlement Terms
	Standard enterprise terms apply, including documented approvals, service windows, and agreed customer dependencies.

	Delivery / Processing Notes
	Standard enterprise terms apply, including documented approvals, service windows, and agreed customer dependencies.

	Additional Notes
	CRD-2026-1001


Approval and Signature
	Change Manager Signature
	Requester Signature
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