[bookmark: _Toc195417693][bookmark: _Toc342391453][bookmark: _Toc87353165][bookmark: _Hlk87353317]120381 Formative Assessments 

[bookmark: _Toc384821772]Formative assessment
[bookmark: _Toc384821773]change control system
In groups, discuss the following:
The purpose of a change control procedure
The procedural flow of a change request
The information that should appear on a change control request form.

[bookmark: _Toc214863426][bookmark: _Toc214872147][bookmark: _Toc384821774]

Formative assessment SO1 AC1-5
In groups, discuss the following:
how to record the status of change requests
how to track change requests
why change requests should be communicated with impacted stakeholders
How to close a change control request
Design a change control procedure for the HIV/AIDS Information project.  the procedure must include:
a change control request form
a change control log 
Discuss you change control procedure with the rest of the class.
[bookmark: _Toc214863432][bookmark: _Toc214872148][bookmark: _Toc384821776]

Formative Assessment SO1 AC3-4
[bookmark: _Toc384821777]Individual activity
Develop a change request form and a change control log.  Refer to a previous session where you had to develop charts for a presentation about HIV/AIDS to guide you.  Also develop a distribution list for the members of your group.


[bookmark: _Toc384821788]
Formative assessment
[bookmark: _Toc384821789]Change requests
In groups, discuss the following:
how to record the status of change requests
how to track change requests
why change requests should be communicated with impacted stakeholders
How to close a change control request

Design a change control procedure for the HIV/AIDS Information project.  the procedure must include:
a change control request form
a change control log 
Discuss you change control procedure with the rest of the class.


[bookmark: _Toc384821797]
Formative Assessment
[bookmark: _Toc384821798]Individual activity templates
Why do you think that creating templates would benefit project administration?
How could templates help the people working on the project?
[bookmark: _Toc384821800]

Formative Assessment SO4 AC1-3

Develop the following:
Directories of group members that include their names, contact details, positions, etc
Skills register that includes all the group team members and their various skills.  Include all skills, such as sport, singing and other musical, needlework, gardening, etc.
Leave form
A form that gives details of the training that group members have undergone.  Include your current learning activities.
Communication plans
[bookmark: _Toc214872151][bookmark: _Toc384821804]

Formative assessment SO2 and 3 All criteria
[bookmark: _Toc384821805]Individual activity
Do the following for the project you volunteered for by following the laid down procedures:
Record and report status of project change requests 
Complete tracking, recording and reporting of status of change requests
Communicate with impacted stakeholders
Administer the project library
Undertake change of approved documents or items
Redistribute and communicate changed and approved documents or items to relevant stakeholders
Inform stakeholders of proposed and actual changes
Maintain project organisation (structure) information records
Attach documentation and proof
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