
Change Request Log Template 
 

 

Chan
ge ID 

Chang
e Title 

Descrip
tion 

Reques
ted By 

Requ
est 

Date 

Impa
ct 

(Sco
pe/ 

Cost/ 
Time

) 

Prior
ity 

Status Own
er 

Decisi
on 

Notes 

CR-
001 

Add 
PayPal 
Payme
nt 

Add 
PayPal 
as 
addition
al 
payment 
option 

Client 10 
Jan 
2026 

Medi
um 

High Appro
ved 

Prod
uct 
Own
er 

Appro
ved 

Payme
nt 
gatewa
y 
integrat
ion 

CR-
002 

Update 
Dashbo
ard UI 

Improve 
layout of 
analytics 
dashboa
rd 

Product 
Team 

12 
Jan 
2026 

Low Medi
um 

In 
Revie
w 

UX 
Lead 

Pendi
ng 

Requir
es 
design 
update 

CR-
003 

Add 
Email 
OTP 
Login 

Allow 
login 
using 
OTP 
verificati
on 

Stakeho
lder 

15 
Jan 
2026 

High High Propo
sed 

Tech 
Lead 

Pendi
ng 

Securit
y 
review 
require
d 

 


