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How to use this document

Each schedule plan for change is entered in a new worksheet, i.e., one workshe

In the sheet "summary" - only the worksheet name should be entered in colurr

Sheet Schedule_1

Name the worksheet at your convenience. It is impo
Copy Request for Change, i.e. Change Record, numb
When entering "Authorized by" - select name and ac
Implementation and activities - enter activities. If yo

Don't delete this sheet

Location

Location 1 / Room 99/ Department a
Location 1 / Room 98/ Department a
Location 1 / Room 97/ Department ¢
Location 1 / Room 96/ Department a
Location 1 / Room 95/ Department b
Location 1 / Room 95/ Department b
Location 1 / Room 95/ Department b
Location 1 / Room 95/ Department b
Location 2 / Room 94/ Department ab
Location 2 / Room 93/ Department abc



ret equals one change schedule.
in B. If you copy formulas for other columns (C-H) - data will be filled automatically. To copy formula: se

rtant that the worksheet name equals the change schedule number and that it is copied into B-cell in th
er from Appendix_1 of Change Management Process.

idress; telephone and e-mail will be filled automatically from table below.

u need more activities - select the whole row (do not go below second-to-last row) and insert new row |

' ! Content below this point is used in other woi




lect cells C - H in last filled row and drag them into next row.

e "Summary" worksheet (in order to show summarized data).

(in this way, the summary table and sum of PSO will be correct).

‘ksheets as input in various fields. Adapt it to your own requirements.
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