
	Change Request Form
	I. General Information


	   Project name: Artistry in Focus Process Improvement       Project number: AIF-2024-001
    Requestor name: Michael Sullivan 	                       Requestor’s contact information:   michael.sullivan@artistryinfocus.com                                      Date of request:12/20/2024
     Change request tracking number: CR-2024-005 	        Date request approved/denied: 12/28/2024
	Section One—To Be Completed by the Requestor

	II. Description of Change Request
	

	This change request entails implementing an automated system to notify customers of their photo order progress via email. The system will work within the existing project workflow, using the project milestones as key points to trigger the emails.

	    III. Business Justification for Change

This enhancement will improve customer communication, reduce manual follow-ups, and enhance overall satisfaction by keeping customers informed in real-time. Additionally, it aligns with our strategic goal to streamline customer engagement and increase repeat business.


	IV. Impacts of Not Making the Change

Change Without this change, the business risks lower customer satisfaction due to lack of proactive communication. The current manual system is time-intensive and prone to errors, potentially leading to missed updates or delays in customer notifications.



	V. Alternatives to Change

I. Continue with manual notifications, which may require additional staff training and effort.

II. Use third-party notification services; however, these may not fully integrate with existing systems and could increase costs.	


	Section Two—To Be Completed by the Project Manager

	VI. Impacts of the Change

I. Project Timeline: The integration of the new system will take an extra two weeks. Testing requires that additional time as well. 

II. Financial Resources: We neglected to budget for software upgrades that are now necessary. The testing will require personnel with the right skill set to get it done in a timely manner. The best estimate we have at this point is that we need $1,200.

III. Overall Project Efficacy: The change will make for a much more effective project outcome, with significantly enhanced customer service as a result of this automation.


	VII. Alternatives to Change

I. Use existing resources to manually handle notifications, which may strain team capacity.

II. Delay implementation to a future phase, potentially missing current customer satisfaction opportunities.


	VIII. Recommendation to Change Control Board

The project manager recommends approving this change request. The benefits, including improved customer satisfaction and operational efficiency, outweigh the minor adjustments needed to schedule and budget. This change aligns with the project’s goals and strategic vision.


	Section Three—To Be Completed by the Change Control Board

	Recommendation:

After thorough review, the Change Control Board denies this request. While the proposed automated notification system would enhance customer engagement, the current budgetary constraints and tight project timeline do not allow for the additional costs and schedule extensions required. The goals of the project can still be met using the existing manual notification process, supplemented with minor improvements to efficiency.

Date of Review: 12/28/2024

	Signature: Michael Sullivan

	




	



