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	Change Management Plan
Purpose
The purpose of this plan is to ensure the safe implementation of modifications of existing processes and equipment, or the safe implementation of new processes and equipment within the company.

It primarily applies to changes that may have a major negative impact on health and safety if improperly handled.

Change Management Team
The change management team oversees the entire process from start to finish. Their responsibilities include:

· Reviewing and approving/denying change requests
· Creating implementation plans
· Overseeing the implementation of changes
· Conducting hazard analyses and final reviews
· Documenting the change management process

The team leader is responsible for coordinating the team’s activities and is the primary point of contact for any change request inquiries.
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Change Management Process Steps
Within the change management process, there are four major steps:

· New MOC request
· Request approval/denial
· Change implementation
· Startup and closeout

The change management team will follow these steps, in order, to evaluate and implement all modifications within the system.

New MOC request
The process begins with a formal MOC request, which is submitted to the change management team. A request should include the following information:
· Name of requestor(s)
· Date of request
· Project title or ID
· Description and purpose of the proposed change
· Priority level of the change
· Possible impact of the change
Request approval/denial
Once a request is made, the change management team will then review it to determine the next steps. The review process will consider the priority level of the change, time to implement, and other factors. After a full review, the request is either approved or denied.

If approved, the request will move to the next step in the change management process.

If denied, the request will become void and the original requestor must submit a new request that meets the approval requirements.

Change implementation
The implementation phase of the change management process will be executed in three parts:

Part 1: Planning
The change management team will create a plan for how to safely implement the change request. This plan will include all the actions that need to be taken and who is assigned to them.

Part 2: Action
During this phase, the change management team will oversee the completion of all action items outlined in the implementation plan. All action items should be documented, including the following details:

· Name of person who completed the action
· Date of completion
· Any issues during completion
· Notes/attachments

Part 3: Review
Once all actions have been completed, the final step is to complete a full review of the plan implementation. During this review, the change management team should verify that everything is documented and completed in compliance with regulatory requirements. Additionally, they should ensure that modifications to equipment and processes are done according to manufacturer guidelines and that all equipment has been properly inspected and tested.

Startup and closeout
The final step in the change management process is to startup the modified or new system and close out the change request. After the review during the implementation step, the change management team should conduct last checks to verify that all steps have been completed successfully.

Once the system has been reviewed, the change can be rolled out site or company-wide (depending on the scope of the project). The change team should document the date of startup and then mark the initial change request as complete.
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This document is provided by Frontline Data Solutions as a general template to support compliance efforts but does not guarantee regulatory adherence. Users are responsible for ensuring all applicable legal and safety requirements are met.
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