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One of my favorite questions when interviewing potential project management candidates is, “How do 
you manage change to your baseline plans.” First of all, many candidates fall into the trap of thinking 
baseline plans is the same thing as the schedule. Others think that change relates to customers adding 
features and functions to the product. The easiest way to describe change from a project perspective, is 
change represents anything that is a permanent (vs. timing) deviation from the original plans that define 
what is going to be delivered (scope), when it will be delivered (schedule), and how much it will cost 
(budget).  

Using collaboration tools, such as SharePoint, to manage change does not replace the diligence 
required to identify and manage project impacts effectively, but it does streamline the processes 
associated with documenting, reviewing and approving the change requests. In addition, SharePoint 
enhances the ability to effectively communicate project changes throughout the project life cycle. 

Creating the Change Request Log  
I find it easiest to use a Custom list to create the Change Request Log in SharePoint. The following are 
the fields I add to this list to improve the identification and tracking of change requests based upon the 
best practices associated with Project Change Management: 

 Id – System assigned unique identifier assigned for the change. 
 

 Title – Headline associated with the change request (make sure it is descriptive enough to identify 
the item from the summary view of the change requests). 

 
 Status – Drop down selection: Not Started, Documented, Reviewed, Approved, or Implemented. 
 
 Cost Impact – Numeric field for the estimated impact the change request will have on the project 

budget. 
 
 Schedule Impact – Numeric field for the estimated impact the change request will have on the 

project schedule.  
 
 Scope Impact – Text field utilized to describe the impact the change request will have on the scope 

of the project.  
 
 Comments – Text field utilized to describe the current status of the change request. 
 
 Attachments – The change request should be supported with more details explaining the request 

and estimated impacts. A completed project impact document is attached to the change request item. 

Below is an example of the Change Request form in SharePoint, and the Project Impact Report 
template. 
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