Instructions for Management of Change Form 

You may wish to develop a form or clearance sheet to implement the processing of changes through the management of change procedures. Start with the attached change form template and modify it according to your site-specific requirements.
A typical change form may include:

· A description and the purpose of the change
· The technical basis for the change
· Safety and health considerations
· Documentation of changes for the operating procedures, maintenance procedures, inspection and testing, piping and instrumentation diagrams (P&IDs), electrical classification, training and communications

· The duration if a temporary change
· A pre-start-up inspection checklist
· Approval and authorization signatures
Minor changes. Where the impact of the change is minor and well understood, a checklist reviewed by an authorized person with proper communication to others who are affected may be sufficient.

Complex changes. For a more complex or significant design change, a hazard evaluation procedure with approvals by operations, maintenance, and safety departments may be appropriate.

Changes to related documents. Changes in documents such as P&IDs, raw materials, operating procedures, mechanical integrity programs, and electrical classifications must be noted so that these revisions can be made permanent when the drawings and procedure manuals are updated.
[Company Name]

Management of Change Form

Facility:

Process involved:
Proposed change date: 
Prepared by (name and job title):

Change Procedure Documentation

Type of change (circle one):
Chemical
Process-Technology

Equipment

Facility
Describe the purpose for the change:

Describe the technical basis for the change:

Describe the potential safety and health hazards, and indicate whether the proposed change significantly affects safety or the results of any previous PHA:

If the change is temporary, indicate proposed change start and end dates:

Describe changes to the operating, maintenance, inspection and testing, electrical classification, training and communications procedures, and piping and instrumentation diagrams (P&IDs):
Authorization for the Change Procedure

Authorized by (print name and job title):

Signature:

Authorized change date:

Start-Up Following Change Documentation
Have affected personnel (i.e., operations, maintenance, and contract) been informed of and trained in this change?

Are operating procedures or maintenance procedures required to be updated as a result of this change?
If yes, have affected personnel been trained in the updated operating procedures?

Is the PHA affected by this change?

If yes, has a hazard assessment update been performed (if needed), and has the revised plan been submitted and approved?

Is process safety information required to be updated as a result of this change?
If yes, has a Pre-start-up Safety Review been performed and documented?

Authorization for Start-Up Following the Change Procedure
Start-up authorized by (print name and job title):

Signature:

Authorized start-up date:
