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CHANGE MANAGEMENT DEFINITION AND PROCESS STEPS

NOTE:

Almost all of the information in this attachment is from:

Project Management Institute (PMI). A Guide to the Project Management Body of Knowledge (PMBOK® Guide)
- Fifth Edition. (2013). Copyright and all rights reserved. Material from this publication has been reproduced with
the permission of PMI.

WisDOT changes to the PMBOK language are shown in italics.

Change Management is the process of reviewing all change requests; approving changes and managing
changes to deliverables, organizational process assets, project documents, and the project management plan;
and communicating their disposition.It reviews all requests for changes or modifications to project documents,
deliverables, baselines, or the project management plan and approves or rejects the changes. The key benefit
of this process is that it allows for documented changes within the project to be considered in an integrated
fashion while reducing project risk, which often arises from changes made without consideration to the overall
project objectives or plans.

The Change Management process is conducted from project inception through completion and is the ultimate
responsibility of the project manager. The project management plan, the project scope statement, and other
deliverables are maintained by carefully and continuously managing changes, either by rejecting changes or by
approving changes, thereby assuring that only approved changes are incorporated into a revised baseline.

Every documented change request needs to be either approved or rejected by a responsible individual, usually
the project sponsor or project manager. The responsible individual will be identified in the project
management plan or by organizational procedures.

Change Management is one process in a broad concept that PMBOK® calls the Project Integration
Management Process. Project Integration Management includes the processes and activities to identify,
define, combine, unify, and coordinate the various processes and project management activities within the
Project Management Process Groups. In the project management context, integration includes characteristics
of unification, consolidation, communication, and integrative actions that are crucial to controlled project
execution through completion, successfully managing stakeholder expectations, and meeting requirements.
Project Integration Management includes making choices about resource allocation, making trade-offs among
competing objectives and alternatives, and managing the interdependencies among the project management
Knowledge Areas. The project management processes are usually presented as discrete processes with defined
interfaces while, in practice, they overlap and interact in ways that cannot be completely detailed in the
PMBOK® Guide.

Change Management

Inputs
Project Management Plan

Elements of the project management plan that may be used include, but are not limited to:
e Scope management plan, which contains the procedures for scope changes
e Scope baseline, which provides product definition
e Change management plan, which provides the direction for managing the change control process and
documents the formal change management approval process

Status Reports

Work performance reports of particular interest to the Change Management process include resource
availability, schedule and cost data, earned value management (EVM) reports, and burnup or burndown
charts.
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Change Requests

All of the Monitoring and Controlling processes and many of the Executing processes produce change requests
as an output. Change requests may include corrective action, preventive action, and defect repairs. However,
corrective and preventive actions do not normally affect the project baselines-only the performance against
the baselines.

Tools/Technigues
Expert Judgment
In addition to the project management team's expert judgment, stakeholders may be asked to provide their
expertise. Such judgment and expertise are applied to any technical and management details during this
process and may be provided by various sources, for example:

e Consultants

e Stakeholders
e Professional and technical associations

e Industry groups
e Subject matter experts (SMEs)

Meetings

In this case, these meetings are usually referred to as change control meetings. At the meetings, the change
management approval process indicates who is responsible for meeting and reviewing the change requests
and approving, rejecting, or other disposition of those changes. The roles and responsibilities for change
management decisions are clearly defined and agreed upon by appropriate stakeholders and documented in
the change management plan. Change decisions are documented and communicated to the stakeholders for
information and follow-up actions.

Change Control Tools

In order to facilitate configuration and change management, manual or automated tools may be used. Tools
are used to manage the change requests and the resulting decisions. Additional considerations should be
made for communication to assist the members in their duties as well as distribute the decisions to the
appropriate stakeholders.

Outputs
Approved Change Requests

Change requests are processed according to the established change management process. Approved change
requests will be implemented through the Direct and Manage Project Work process (part of Project Integration
Management). The disposition of all change requests, whether approved or not, will be updated in the Change
Management Tracking Log as part of updates to the project documents.

Change Management Tracking Log

A Change Management Tracking Log is used to document changes that occur during a project. These changes
and their impact to the project in terms of time, cost, and risk, are communicated to the appropriate
stakeholders. Rejected change requests are also captured in the change log.

Project Management Plan Updates
Elements of the project management plan that may be updated include, but are not limited to:
e Any subsidiary plans

e Baselines that are subject to the formal change control process

Changes to baselines should only show the changes from the current time forward. Past performance may not
be changed. This protects the integrity of the baselines and the historical data of past performance.

Project Documents Updates
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Project documents that may be updated as a result of the Perform Integrated Change Control process include
all documents specified as being subject to the project's formal change control process.
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