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Change Request Form                                		 ☐ SAP   ☒  MS365BC  
	CR Number
	CR-00X
	CR Title
	

	Section 1: Request Section to be filled by Requester who raised the Change Request

	Requester/User: 


	Role in Project (e.g. BPO, Manager, Key user):


	BU: 
	Requested Date: 

	Business Requirements

	☒ Legal     ☐ Core/Main Business Process    ☐ Operational Efficiency/Operation Support 

	














	Request Approved By (to be signed by Process Leader)

Sign:


	Receive Date:  


	Request Approved By (to be signed by Head of BCAF)

Sign:


	Receive Date:  


	

Section 2: Analysis Section to be worked out with BA Manager

	Project Team Response (Solution Description)

	Investigation Task : 
	




Functional Task :
	Configuration:
	

	Testing:
	

	Permission:
	

	Document:
	



ABAP Task
	


BU Task in PRD
	-



Development Plan
	Start Date:
	

	Configuration and Development completed date:
	

	Unit Test date:
	

	UAT date:
	

	Transport to PRD:
	

	Completion Date:
	




	Estimated Effort: (In Man days) 
	ABAP: 
_______ Man days
	Functional:
_______ Man days

	Solution Approved By (to be signed by BPO)
Name: 

Sign:

	Date:  

	

Section 3: Implementation Authorization (for CR during implementation/ roll-out)

	Impact on : 
	
	Schedule
	
	Cost
	
	Resources
	
	Other

	
Impact on Cost will be subjected to Project Variation Order

	Disposition:
	
	Approved
	
	Rejected

	

	Approved by PMO (Implementer)

	Name: 
Sign:
	Date: 


	Approved by PMO 

	Name: 
Sign: 
	Date: 



	Comment/Rejection Reason: (to be filled by the rejecting party)
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