The change request form
Project: [project name]
Request no.: [ACME-CR-03]
Date raised: [date]
Requested by: [name, and the company they work for]
What's being asked for: [one or two plain sentences, written in your words rather than theirs]
Reason given: [why the client wants it]
What this changes in the agreed scope: [the specific item in the signed scope this adds to or replaces]
Cost: [$amount], invoiced [with the next milestone / on completion]
Effect on delivery: [+N working days, moving delivery from DD to DD]
If we don't do this: [what ships instead, exactly as originally scoped]
Approved by: [the named approver] on [date]

Template from Docket — https://scopedocket.com/blog/change-request-form-template
