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Generic Change Management Plan Template — applicable across industries and project types


1. Purpose & Overview
The Change Management Plan defines how changes to the project's scope, schedule, cost, or quality baselines are identified, evaluated, approved, and implemented. It works together with the companion Change Log (a separate spreadsheet), which records every individual change request and its disposition.
[Enter any project-specific notes on the overall change control approach]

2. Change Control Process
Describe the end-to-end workflow a change request follows, from submission to closure.
	Step
	Description
	Responsible

	1. Submit
	[Requester submits a change request describing the need and rationale]
	[Requester]

	2. Log
	[Change is logged in the Change Log with a unique ID and Submitted status]
	[Project Manager]

	3. Assess Impact
	[PM/team assess impact on scope, schedule, cost, and quality]
	[Project Manager / Team]

	4. Review
	[Change Control Board or designated approver reviews the assessment]
	[CCB / Approver]

	5. Approve / Reject / Defer
	[Decision is recorded, with rationale, in the Change Log]
	[CCB / Approver]

	6. Implement
	[Approved changes are incorporated into baselines and plans]
	[Project Manager / Team]

	7. Close
	[Change Log entry updated to Implemented once complete]
	[Project Manager]



3. Roles & Responsibilities
Define who is accountable for each part of the change control process.
	Role
	Responsibility

	Change Requester
	[Submits change requests with a clear description and justification]

	Project Manager
	[Owns the Change Log; coordinates impact assessment; facilitates CCB review]

	Change Control Board (CCB)
	[Reviews and approves/rejects changes above the PM's authority threshold]

	Project Sponsor
	[Approves changes affecting overall project baseline, budget, or strategic direction]

	Project Team
	[Provides impact assessment input for changes affecting their workstream]




4. Change Categories
Classify each change request by the baseline or area it primarily affects.
	Category
	Description

	Scope
	[Adds, removes, or modifies deliverables or requirements]

	Schedule
	[Affects the project timeline or milestone dates]

	Cost
	[Affects the approved budget or cost baseline]

	Quality
	[Affects quality standards, acceptance criteria, or specifications]

	Other
	[Administrative, contractual, or organizational changes not covered above]



5. Impact Assessment Criteria
Define how the priority of a change request is determined, based on its assessed impact.
	Priority
	Criteria

	Critical
	[e.g., Project cannot continue without this change; immediate action required]

	High
	[e.g., Significant impact to scope/schedule/cost; requires prompt review]

	Medium
	[e.g., Moderate impact; can be addressed in the normal review cycle]

	Low
	[e.g., Minor impact; can be batched with other changes for review]



6. Approval Thresholds & Authority Levels
Define who has authority to approve changes, based on their impact (e.g., cost or schedule variance).
	Impact Level
	Approval Authority
	Threshold

	Low
	[Project Manager]
	[e.g., <2% budget impact, no schedule impact]

	Medium
	[Project Manager + Sponsor notification]
	[e.g., 2–5% budget impact]

	High
	[Change Control Board]
	[e.g., 5–10% budget impact, or schedule impact >1 week]

	Critical
	[Sponsor / Steering Committee]
	[e.g., >10% budget impact, or schedule impact >1 month]




7. Change Request — Required Information
Every change request logged must include the following minimum information, corresponding to the fields in the companion Change Log.
	Field
	Description

	Change ID
	[Unique identifier]

	Date Submitted / Submitted By
	[Traceability of origin]

	Description
	[What is being requested]

	Reason / Justification
	[Why the change is needed]

	Category
	[Per Section 4]

	Impact (Scope / Schedule / Cost)
	[Brief assessment of effect on each baseline]

	Priority
	[Per Section 5]

	Status
	[Submitted, Under Review, Approved, Rejected, Deferred, Implemented]

	Approved By / Date Decided
	[Who made the decision and when]

	Implementation Date
	[When the change was incorporated]

	Related Baseline / Deliverable
	[Which baseline or deliverable is affected]



8. Approval Signatures
	Name / Role
	Signature
	Date

	[Sponsor]
	
	

	[Project Manager]
	
	

	[CCB Chair, if applicable]
	
	


9. Version / Revision History
	Version
	Date
	Author
	Change Description

	1.0
	[Date]
	[Name]
	Initial draft




Appendix A: How to Fill Out This Template
This appendix is for reference only — it explains how to complete each section of this plan. Remove before final distribution if not needed.
Before you start:
•  Confirm whether your organization already has a standing Change Control Board (CCB) or whether the PM and Sponsor will fill that role for this project — this affects Sections 3 and 6.
•  This plan defines the process and rules; the companion Change Log (Excel) is where each actual change request is tracked from submission to closure.
Section-by-section guidance:
	Section
	How to Fill It

	1. Purpose & Overview
	Keep to 2–4 sentences. State that this plan works alongside the Change Log.

	2. Change Control Process
	Adapt the 7-step workflow to your organization's actual practice — some projects merge 'Review' and 'Approve' into one CCB meeting, for example. Keep the steps in the order they actually happen.

	3. Roles & Responsibilities
	Remove the CCB row entirely if your project is small enough that the PM and Sponsor handle all approvals directly — don't invent a board that won't actually meet.

	4. Change Categories
	These categories should match the categories used in the Change Log's dropdown — keep them identical so filtering works consistently across both documents.

	5. Impact Assessment Criteria
	Use measurable criteria wherever possible (%, days, dollar amounts) rather than subjective language — this is what makes Section 6's thresholds enforceable.

	6. Approval Thresholds
	Set thresholds based on your organization's actual delegation of authority — if your Sponsor's approval authority is capped at a specific dollar amount, that cap should appear here.

	7. Change Request — Required Information
	This section should always mirror the Change Log's columns exactly. If you add or remove a column in the Excel file, update this table to match.

	8. Approval Signatures
	Typically the Sponsor and PM at minimum; add the CCB Chair only if a formal board exists.



Common mistakes to avoid:
•  Defining a Change Control Board that never actually convenes — leads to changes being informally approved outside the documented process.
•  Vague approval thresholds ('significant changes need Sponsor approval') instead of measurable ones (%, dollar amount, days) — leads to disputes over who should have approved what.
•  Letting the Word plan and Excel log drift out of sync — if categories or statuses change in one, update the other.
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