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Signature
Resolution
Request by
  Priority     
Attachments or References
Decision
Signature
Distribute the Completed Revision immediately through ACONEX, including a detailed change log sheet. 
Description
Provide a detailed description of the change being requested. Be specific: Note whether the change creates new deliverables or project objectives. Note any timing issues related to implementing the change.
Justification
Provide a business case for the change, including the impact of not implementing it.
Note anything that could be helpful to understanding the cause of this change so that the root cause of related changes can be identified and addressed.
Cause
Discuss impacts on the project's quality objectives and how the change affects quality assurance and control activities.
Quality
Risk
Describe any new risks introduced by this change and its impact on the project risk plan.
Project Management
Discuss the impact this change has on how the project is organized.
Schedule
Discuss impacts on project schedule if any.
Guidance Notes (Include as appropriate)
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