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[INSTALLATION]
[Address Line 1]
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Memorandum for Record							        11 August 2026
[Department]

CHANGE REQUEST [CR#]: [Project Name]

1. PURPOSE.  To formally propose, evaluate, and authorize modifications to the established project baseline (scope, schedule, or budget) prior to execution.
2. PROPOSED CHANGED.  [Clearly articulate what exactly is changing, why the change is necessary (the driving event or requirement), and the operational impact if this change is rejected.]
3. IMPACT ASSESSMENT.  [Evaluate how this change alters the approved project baselines across the following domains.]
a. [Scope Impact]
b. [Schedule Impact]
c. [Cost Impact]
d. [Quality Impact]
e. [Technical Impact]
4. IMPLEMENTATION PLAN.  [List the specific, sequenced tasks required to execute the change once approved. Explicitly assign an owner and a target completion date for each task.]
a. [Action 1]
b. [Action 2]
c. [Action 3]
5. REQUESTOR.  The point of contact for this memorandum is the undersigned, [Name], at [Phone Number] or [Email].



[Requestor Name]
[Department]	
[Job Title]			



