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The Scope Change Log contains a summary of all scope change requests. Use it to track all scope change requests, and to ensure that scope change resolution is proceeding. The log should contain enough information to ensure that scope changes are not overlooked but should not be so detailed that scanning becomes difficult. To maintain readability, make sure that the information can fit across a single sheet of paper or can be displayed in a single window. Each scope change request should be represented on one line of the Scope Change Log.

If you choose to also utilize a specific Scope Change Request Form, then each of these detailed forms would map to one row on this log.

	Scope Chg #
	Scope Change Description
	Priority

(M/H/L)
	Date Reported
	Requested By
	Assigned To
	Date Resolved
	Status
	Resolution/Comments

	1
	Add new column to General Ledger Balancing Report.
	M
	10/20/04
	Anders
	Thornton
	11/15/04
	Closed
	The request was completed successfully.

	2
	Change how the system allocates costs to external customers.
	H
	10/24/04
	Monty
	Smith
	10/31/04
	Closed
	The request was denied.

	3
	Add the Canadian business unit into the scope of this project.
	H
	11/18/04
	Benjamin
	Smith
	
	InProg
	The impact is being investigated.
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