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	Department:
	

	Agency:
	

	Requested by name:
	

	Contact email:
	

	Contact phone:
	

	Date submitted:
	


Change requests for a scheme must be submitted by the scheme owner.
	Scheme ID
	

	Scheme name 
	



	Change statement:
Provide a brief description of the requested change

	

	Description of the problem:
Provide a detailed description of the problem, circumstances leading to requested change

	

	Supporting information:
Provide screenshots (if relevant)

	

	Reasons for change:
Describe why the change is necessary and what benefits will be achieved with the change made

	

	Affected users: 
Based on your experience, please tick the relevant column for how many users are impacted by the change
	20 or fewer
	20-100
	100 or more

	
	
	
	

	Affected areas: 
Based on your experience, please select which of the following areas are impacted by the problem

	System
	Policy
	Procedural document

	
	
	
	

	Priority to implement:
In your opinion what is the urgency of the change?
	Not urgent
	Somewhat urgent
	Urgent

	
	
	
	



I acknowledge that my business area may be responsible for associated implementation costs, should the requested change be significant and require funding. 
(Tick box to indicate acceptance) 

For DSC ICT Digital Sourcing Team use only
	Change Request ID Number 
	

	Is the change request fully defined, understood and ready for consideration at CAB?
	No
	Yes

	
	
	

	Impact assessment, consider all impact areas e.g.
· Users
· System
· Scheme specific or wider impact
· Support documentation 
· Training needs etc
· If know, any impact on wider roadmap
	Enter initial assessment of impact for discussion at CAB

	Cost assessment, consider both internal and external resource costs, any training implications, etc 
	Enter initial assessment of cost for discussion at CAB

	Risk assessment 
	Enter initial assessment of risk of the change for discussion at CAB

	Alternative solution 
	Enter initial assessment of if there is a possible alternative solution, workaround etc for discussion at CAB

	Priority assessment 
	Enter initial assessment of priority based on the factors above for discussion at CAB

	Change Board Date
	Enter date of next CAB CR will be considered at

	Change Board Outcome
	Accepted
	Rejected
	Deferred 

	
	
	
	

	Change Board Next Steps
	Enter next steps defined by CAB e.g. scope of work drafted and planned into timeline 

	Change Requester notified of outcome
	Enter date



Please email this form to buy.nsw@customerservice.nsw.gov.au with subject line to read “Scheme Change Request SCMXXXX”
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