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Part 2: Project Change Request 

Change Request 

The team received, evaluated, and approved the change request regarding the addition of 

a training wheel set.  The evaluation determined the best course of action was to procure an 

aftermarket training wheel set and add to the existing work breakdown structure (WBS) (Figure 

2) and the schedule (Figure 3).  The completed Change Request Form is shown in Figure 1. 

 

Figure 1: Training Wheel Change Request Form 
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Updated WBS 

 

Figure 2: Updated Work Breakdown Structure w/ Training Wheels 
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Schedule 

 

Figure 3 Part 1: Updated Schedule with Training Wheels 
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Figure 3 Part 2: Updated Schedule with Training Wheels 

Budget 

The project team has no immediate concerns for the additional 30 minutes of assembly 

time required for the added deliverable.  The increase in materials by 39% was cause for alarm, 

the type of wheels required to meet the stakeholders requested changes were $117.  However, the 

final increase to the budget for labor and materials is only two percent, making this a low risk 

change. 
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Procurement Letter of Correspondence 
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