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CHANGE/AMENDMENT REQUEST FORM
To be completed by officer requesting change

	Functional area or 
Department / Function:
	
	Request No.:
	

	PART I: CHANGE/AMENDMENT DETAILS

	Requesting Officer:
	
	Designation:
	

	Document No:
	
	Document Title:
	

	Document Status

	Issue No:
	
	Revision No:
	

	Change/Amendment Sought:
	

	Reason for Change/Amendment:
	

	Signature: 
	
	Date:
	


To be completed by Head of Department / Function

	PART II: CHANGE/AMENDMENT APPROVAL

	Request Status: 
	APPROVED or DENIED:
	
	Date:
	

	If Denied state reason:
	

	Signature: 
	
	Designation:
	


Management Representative’s Office Only

	PART III: FUTURE ACTIONS ON IMPACT OF CHANGE / AMENDMENT

	Actions proposed:
	

	Completion Date:
	
	Signature:
	
	Designation:
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