	<Project Name>                                                                                Change Management Process

Office of Systems Integration                                                                                                 <Date>



[image: image2.png]o Y

‘ Integration
‘ "SERVING CALIFORNIA"





<Project Name>
Change Management Process
<Insert Project Logo here>

<Month, Year>

	Health and Human Services Agency, Office of Systems Integration


Revision History

	Revision History

	Revision/WorkSite #
	Date of Release
	Owner
	Summary of Changes

	Initial Draft/ OSIAdmin #10999
	10/28/2010
	OSI - PMO
	

	
	
	
	


[Remove template revision history and insert Change Management Process revision history.]
Approvals

	Name 
	Role
	Date

	
	
	


[Insert Project Approvals here.]
Template Instructions:   

This template offers instructions, sample language, boilerplate language, and hyperlinks written in 12 point Arial font and distinguished by color, brackets, and italics as shown below:  

· Instructions for using this template are written in purple bracketed text and describe how to complete this document. Delete instructions from the final version of this plan.

· Sample language is written in red italic font and may be used, or modified, for completing sections of the plan. All red text should be replaced with project-specific information and the font changed to non-italicized black.
· Standard boilerplate language has been developed for this plan. This standard language is written in black font and may be modified with permission from the OSI Project Management Office (PMO). Additional information may be added to the boilerplate language sections at the discretion of the project without PMO review.    
· Hyperlinks are written in blue underlined text. To return to the original document after accessing a hyperlink, click on the back arrow in your browser’s toolbar. The “File Download” dialog box will open. Click on “Open” to return to this document. 
Table of Contents 
41
Introduction


41.1
Purpose


41.2
Scope


51.3
References


51.3.1
Best Practices Website


51.3.2
Project Centralized Document Repository


51.3.3
External References


51.4
Interfacing Plans and Processes


52
Roles and Responsibilities


62.1
Project Office Roles and Responsibilities


62.1.1
Project Manager


62.1.2
Change Request Originator


62.1.3
Change Request Originator’s Manager


62.1.4
Change Request Coordinator (CRC)


72.1.5
Change Control Board (CCB)


72.1.6
Application Manager


72.1.7
Change Request Analysis Team


72.1.8
Change Implementation Team


72.1.9
Change Verification Team


72.1.10
Risk Manager


82.1.11
Project Scheduler


82.1.12
Project Steering Committee


82.1.13
Project Management Support


83
Change Management Process


83.1
Overview


83.2
Baselined Items


93.3
Change Management Process Description


113.3.1
Initiating a Change Request


123.3.2
Change Request Analysis


143.3.3
Change Request Resolution/Approval


153.3.4
Change Request Implementation


163.3.5
Change Request Scheduling and Coordination


183.3.6
Tracking and Reporting


194
Project Change Request Database


194.1
Management Tracking System II (MTS II)


194.2
Reports and Communication


22Appendix A: Glossary & Acronyms


24Appendix B: Change Management Forms


30Appendix C: Change Request Priorities


31Appendix D: Change Request Summary Report



[Create additional appendices as necessary.]
1 Introduction

1.1 Purpose

[This template facilitates the development of a Change Management Process (CMP) during the planning stages of your project. In this section explain the purpose of the Change Management Process.]
Change management is an ongoing iterative process throughout the project lifecycle which may involve many individuals at different levels within the organization. This document describes the <Project Name> Change Management Process (CMP). The purpose of the CMP is to ensure standardized methods and procedures are used for efficient and prompt handling of all changes. A formal, repeatable process minimizes the risk when introducing change to the production environment and helps preserve the quality of service delivery. The CMP defines the activities, roles, and responsibilities necessary to effectively and efficiently manage and coordinate changes to project items such as scope, schedule, and cost baselines.  
1.2 Scope
[Define the scope of the Change Management Process (CMP) – what is included and what is not.]  
The CMP describes the actions required to make changes to the project’s baselined items. Configuration Items (CI) are baselined work products and assets which are subject to formal identification, control, and status accounting as described in the project’s Configuration Management Plan. Examples of CIs include:

a. Project Plans and Procedures 

b. Project System Development Lifecycle Deliverables

c. Project Servers

d. Project Website

e. Project Tools
A formal CMP defines and manages the process of requesting, assessing, authorizing, monitoring, and controlling change.  CMP prevents unauthorized changes, minimizes disruptions to the production or user environment, and ensures proper analysis and input. 
The Change Management Process includes the following activities:

Change Request Processing

Change Impact Assessment

Change Approval

Change Implementation

Change Validation
[Note: this document does not describe the methodology and procedures used by the project to manage their system development lifecycle (requirement through implementation).]
1.3 References

1.3.1 Best Practices Website

For guidance on the Office of Systems Integration (OSI) project management methodologies, refer to the OSI Best Practices Website (BPWeb) (http://www.bestpractices.osi.ca.gov). 

1.3.2 Project Centralized Document Repository 

[List the document name and WorkSite reference number for any documents that can be referenced for this document. If the project is not using WorkSite, indicate the name of the document management tool the project is using and the corresponding document reference numbers.]
1.3.3 External References

A Guide to the Project Management Body of Knowledge (Fourth Edition)

Institute of Electrical & Electronics Engineers (IEEE) Standard 828-2005 for Software Configuration Management Plans

IT Change Management Policy Documentation Guidelines (Gartner research paper)

1.4 Interfacing Plans and Processes

The Change Management Process interfaces with the Master Project Management Plan, Governance, Communication, Configuration Management, Contract Management, Quality Management, Risk Management, Document Management, Schedule Management, Cost Management, and Requirements Management Plans.  

The Change Management Process is a subset of the project’s Configuration Management Plan which governs overall management of configurable project items. 
2 Roles and Responsibilities  
[Describe the specific roles and responsibilities as they have been tailored for requirements management activities. These are not meant to be job descriptions, but rather a summary of the responsibilities for each role.  

Below is a listing of the most commonly used project roles and responsibilities. Projects should add/change/delete the roles as appropriate for their project.] 
2.1 Project Office Roles and Responsibilities
2.1.1 Project Manager
The Project Manager (PM) is an active sponsor of approved changes and builds the necessary coalition of support among project leadership.  The PM articulates and reinforces the business case for the change and helps manage and overcome resistance to change. The PM is responsible for the Change Management Process. The PM is also responsible for assigning project resources for the impact analysis of a change request.  The PM is a voting member of the Change Control Board. 
2.1.2 Change Request Originator

The Originator is the person who submits a change request. Changes may be submitted by project office staff, sponsor agency staff, system users, the prime contractor, or other stakeholders. The Originator completes a Change Request Form (CRF) and discusses the proposed changes with their manager. If the manager supports the proposal, the Originator submits the CRF to the Change Request Coordinator. 
2.1.3 Change Request Originator’s Manager

The Change Request Originator’s manager reviews the change request to determine if the form is properly completed and is appropriate for submittal to the Change Request Coordinator.
2.1.4 Change Request Coordinator (CRC) 

The Change Request Coordinator (CRC) serves as the single point of contact and control point for all change requests. The CRC maintains the Change Request information within MTSII and monitors the progress of each change request. The CRC has the following specific responsibilities:
· Receive and record Change Requests in MTSII.

· Schedule, and scribe the Change Control Board meetings.

· Maintain information on the status of change requests and guide their movement through the Change Management Process.
· File all Change Request Forms, analyses, and associated documents submitted into the document repository and link to the MTSII Change Request record.
· Monitor Change Requests and report their status.

· Measure the Change Request process, report trends, and recommend actions to the Application Manager if trends indicate a problem.

2.1.5 Change Control Board (CCB)

The CCB is responsible for making decisions on Change Requests received from the CRC. The voting members of the CCB include the State Project Manager, the Application Manager, the Customer Services Manager, Technical Support Manager, and User Group Representative. The Contractor Project Manager, System Engineer, and the Project Scheduler attend the CCB but do not vote. 
The CCB meets on a regular basis to determine if a change request is to be approved, rejected, or referred to the Project Steering Committee (PSC) for decision. The CCB decision requires the agreement of a majority of the voting members present at the meeting. The CCB is chaired by the Application Manager. 
2.1.6 Application Manager
The Application Manager chairs the CCB. The CCB chair has responsibility for the initiation of the escalation process defined in the project’s Governance Plan when the CCB is unable to reach agreement or the change request must be referred to the Project Steering Committee based on project criteria.  The chairperson assigns the analysis team (if additional analysis is needed) for each request and the implementation team for each approved change request. 
The Application Manager coordinates with the owners of related processes to establish and maintain integration and collaboration. 
2.1.7 Change Request Analysis Team
Change requests are assigned to Change Request Analysis (CRA) Team by the CCB to perform an impact analysis. The team is composed of one or more individuals who are knowledgeable in the impacted areas and the solution being considered.  For change request that may have fiscal implications, the team may include a fiscal or budget representative. The Change Request Originator must be available to participate or provide support to the CRA team.
2.1.8 Change Implementation Team
The Change Implementation Team is an individual or group that executes the approved change request and makes the actual changes to the affected configuration items.  

2.1.9  Change Verification Team
The Change Verification Team determines whether a change was made correctly. Participants may include the internal Quality Control unit, user acceptance testers, and IV&V personnel. The CRC is notified of the findings by the Quality Manager.
2.1.10 Risk Manager

The Risk Manager and supporting staff will ensure change requests are assessed for risk and the appropriate follow-up risk management activities occur on the basis of the findings.
2.1.11 Project Scheduler
The Project Scheduler leads the schedule management effort and facilitates schedule status communication. The Project Scheduler will review approved change requests proposed costs, schedule and resources for their potential impact upon the current Master Project Plan and make recommendations to the Application Manager and the CCB to avert schedule variances that may adversely affect the project budget, resourcing, duration, or critical path.
2.1.12 Project Steering Committee
The Project Steering Committee (PSC) is responsible for making decisions on Change Requests escalated from the Change Control Board. The Change Requests escalated to the PSC involve significant change to scope, costs, or schedule. Those situations requiring escalation are defined in Section 3.3.5. PSC decisions are referred back to the CCB for appropriate action.
2.1.13 Project Management Support

Project Management Support staff maintain the Change Management Process document.
3 Change Management Process
3.1 Overview
The Change Management Process is a component of the overall project management plans and processes for the project.  The Change Management Process is an ongoing process performed throughout the project’s life to ensure that:
· Changes to baselined project items are reviewed and approved in              advance.

· Changes are coordinated across the entire project.

· Stakeholders are notified of approved changes to the project.

The CMP includes the processes for controlling and monitoring changes. This document discusses the CMP in terms of:

· The process used to request, approve, and track changes.

· The roles and responsibilities of participants in the change                          management process.

3.2 Baselined Items

Project components which are identified as “configurable” items within the Configuration Management Plan are baselined items and shall be controlled by the Change Management Process.  

Baselined items can be any of the following components: hardware, software, system documentation, system requirements, project office documentation, contracts, system interfaces, project office tools, contractor deliverables, networks, websites, desktop components, and databases. 
Documentation shall be managed in accordance with the OSI Document Management Plan (OSIAdmin #6671) utilizing the OSI standard document management tool (i.e. WorkSite).
 For some items a formal analysis and approval process is required due to the complexity of the item and the extent of potential impacts.  
Requested changes to baselined items must be submitted to the Change Management Process if the nature of the change meets the minimum threshold criteria defined in this document. The minimum threshold criteria for the various type of change are defined in Table 1 of Section 3.3.5.
3.3 Change Management Process Description
[This section provides an overview of the entire Change Management Process from initiation through implementation and verification.]  
The Change Management Process identifies, manages, and tracks change requests through completion. The CMP provides a standardized method for dealing with change requests.  This method provides for analysis and approvals that consider the impact of the change on the entire project. Figure 1 below illustrates the narrative description of the process provided in this section.
Any stakeholder can request or identify a change. The stakeholder, as a Change Request Originator, uses a Change Request Form (CRF) to detail the request.  The completed form is reviewed by the Originator’s manager to confirm the need and completeness of the change request.  If deemed complete and appropriate, the CRF is submitted to the Change Request Coordinator (CRC).
The CRC is the controller for the Change Management Process. The CRC maintains Change Requests and related documents.  The CRC monitors and tracks the change request as it moves through the appropriate steps as defined in the CMP.
The CRC logs the CR into MTSII as a new Change Request, After an initial review for completeness, the CRC provides the completed form to the Change Control Board (CCB) for review and disposition.  The CCB may reject the CRF, return it to the originator for additional information, request an analysis, or approve it for implementation. 

The Change Request Analysis Team works with the originator to analyze the CRF to determine possible solutions and their impact on the item to be change, users affected by the change, project costs, project scope, and project schedule. Upon completion of the analysis, the team prepares an analysis report.  The report is provided to the CCB. The CCB may return the CRF for additional work, reject, the request, or approve the request for implementation. The CCB may refer, if necessary, the request to the Project Steering Committee.
Once the CRF is approved, the Coordinator updates the request information in MTSII and forwards the approve request and analysis to the Change Implementation Team (CIT). The CIT is the group that will make the actual changes to the items identified in the analysis. Once the changes have been completed, the CIT provides documentation of the changes to the Change Verification Team.

The Change Verification Team reviews the completed change documentation and the changed items to verify the changes were properly made. Once the verification is completed, the verified documentation is provided to the Change Request Coordinator (CRC) uses the documentation to update and close the Change Request. The CRC also notifies the originator that the Change Request has been completed.  
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Figure 1 – Change Management Process 

This section of breaks down the Change Management Process into five functions and describes the detailed steps that take place within each function.  The functions are:

· Change Request Initiation
· Change Request Analysis

· Change Request Resolution/Approval

· Change Request  Implementation

· Change Request Verification
3.3.1 Initiating a Change Request
The Change Management Process begins with the completion of a Contract Request Form (CRF).  Project Staff, user representatives, user help desk, user consortium representatives, user committee members, or State policy staff may write a change request.

The CRF (Appendix B) includes the following information:

· Change Request Title

· Request ID (auto assigned by the change management tool)

· CR Category (e.g. policy/regulation, system issue, enhancement)

· Originator Information

· Contact Person Information

· Priority

· Detailed Description of Change
· Justification

· Current Workaround
· Potential Costs
· Additional Information/Comments

· CR Disposition
· Disposition Comments
The proposed change request is reviewed and initialed by the Originator’s manager and if acceptable, is sent to the Change Request Coordinator to be processed. The Coordinator uses the Change Request Form to create a new MTSII Change Request record. The original Change Request Form is saved in the project’s WorkSite repository and is linked to the corresponding MTSII record.
The Coordinator then provides the CRF to the Change Control Board (CCB) for screening and disposition.
3.3.2 Change Request Analysis

The Change Request Analysis Team analyzes the change request to determine possible solutions and the impact on the items to be changed and upon other configured items, users, stakeholders, project costs, and the project schedule. The team is comprised of a group representing areas which may be impacted by the change and have the expertise to understand the implications and make the change. Care must be taken to ensure all aspects of the change impact are considered and the areas impacted are consulted or represented by the analysis team. The Change Request Originator should also be included in the analysis effort.

At any point during the request analysis, the CCB may determine that the change request needs to be referred to the PSC for a decision. Those situations that require the change request referral or escalation to the PSC are defined in Section 3.3.5.

The analysis performed by the team is documented in a Change Request Analysis Report (see Appendix B for the form). The report is initially populated with information from the change request.  Once developed and accepted, the report becomes the primary source document for complete information pertaining to the change request. The Change Request Analysis Report contains the following information:

· Change Request (CR) Title

· CR Number

· CR Analysis Lead and team members

· Date Analysis assigned, due, and completed

· Priority

· Impact Area Assessment(s)

· Project Costs

· Scope

· Schedule

· Contract modifications needed?

· Detailed Description of the Proposed Change

· Justification for the change, including a description of the problem or  
opportunity, the benefits of making the change and the risks or                  

 impacts of not making the change
· Describe any current workaround (temporary alternative solution) that                  may be used until the change is implemented

· Description of the recommended solution and its impact

· General description of the solution

· Identification of all baselined items (documents, system interfaces, software,        etc.) to be changed

· Description of the change to be made to each of the baselined items

· Organization responsible for making each of the changes

· Financial impact of making the change, if known

· Schedule impact of making the changes

· Scope impact of making the changes

· Estimated completion date for implementing the changes

· Discussion of potential implementation risks and their mitigation

· Alternative solutions considered

· Additional information or comments that will assist in evaluating the                       request

· Initials of the representatives of each project member who reviewed the               completed the CR Analysis Report.

Upon completion, the report is sent to the CCB for use in determining the action to be taken on change request.  The CCB may return the Report for additional work, reject the change request, or approve the change request for implementation as described in Section 3.3.5. The Coordinator uses the CR Analysis Report to update the Change Request record, stores the CR Report in the WorkSite repository, and then links the report to the Change Request record in MTSII.

3.3.3 Change Request Resolution/Approval
The Change Control Board reviews the new change requests and determines one of the following dispositions:

· Reject and return to the CR originator (via the Coordinator)
· Return to the CR Originator for additional analysis or rework (via the Coordinator)

· Defer CR for later consideration (refer to Coordinator)

· Accept for additional analysis and decision and requests a Change Request Analysis

· Approve CR for implementation

The CCB reviews/assigns the final CR priority (Critical, High, Medium, and Low) to the Change Request. The CR priority reflects the importance of the Change Request and how quickly it needs to be addressed. Priorities are defined in Appendix C.

Change Requests are referred for analysis when the CRF does not contain sufficient information to determine its disposition or impact. In some cases the analysis is performed by the Coordinator but the Application Manager may form a Change Request Analysis (CRA) Team to conduct the analysis and prepare a recommendation for the CCB in the form of an Impact Analysis Report.
The CCB reviews the change request and accompanying impact analysis and determines one of the following dispositions:

· Accept for additional analysis and decision by the CCB and request an analysis or further detailing of an existing analysis report.
· Approve the request for implementation.

· Reject the request and return to the Originator (via the Coordinator)

· Defer the request for later consideration (return to the Coordinator)

· Refer or escalate the request to the Project Steering Committee (PSC)
When the CCB approves a change request, it assigns a priority to the request (Critical, High, Medium, or Low).

If the request requires referral or escalation to the PSC, the request form and analysis report is sent to the PSC for review and a determination of what action to take.  When a decision is made, the PSC informs the CCB and the CCB continues processing the request accordingly. Refer to Section 3.3.5 for information on the criteria for escalating a request to the PSC.

For those requests which were accepted by the CCB but required additional analysis, the CCB:

· Requests the Application  Manager conduct an analysis

· Assigns a date by which the report is to be completed and brought back to the CCB

When the analysis is completed, the CCB reviews the analysis and recommendations and determines one of the dispositions listed above.

When the CCB approves a request for implementation, it is sent to the Coordinator for a recording of the disposition and for referral to the Change Implementation Team.

3.3.4 Change Request Implementation
When a Change Request has been approved for implementation and properly filed by the Change Request Coordinator, the Coordinator forwards the updated CR Analysis Report to the Change Request Implementation Team. The CR Implementation Team is the individual or group that will make the actual changes to the baselined items and other impacted items.  

As noted in Section 1.2 regarding the scope of this document, this document does not describe the methodology and procedures used by the project to manage their system development lifecycle (requirements through implementation).

Once the changes have been completed, the CR Implementation Team updates the CR Analysis Report to record the actual changes made and any differences from what was requested in the original report. Updating the report with the actual changes provides a more accurate historical record of the changes. If significant differences occur between what was approved and what is being implemented, the implementation team must notify the CR Coordinator about the implementation variance for possible action such as modifying the Change Request and securing appropriate approvals.

When completed, the CR Implementation Team provides the report and the changed items to the Change Verification Team. The Change Verification Team is an individual or group assigned to review the modified baselined items to confirm the CR was implemented as approved. The Change Verification Team reviews the completed CRA and the changed items to verify that the changes were completed and updates the report to reflect any discrepancies. Verification may be performed in one of several ways: inspection, test, sampling, or demonstration.

If the changes have not been properly performed, the Change Verification Team returns the report and changed items to the CR Implementation Team indicating the variance for correction or rework. If significant differences are identified, the Change Verification Team must notify the CR Coordinator about the implementation variance for possible action. Once the verification is completed, the updated and verified report is returned to the CR Coordinator. 

The CR Coordinator uses the verified report to close the Change Request). As part of closing the request, the Coordinator updates the CR record and ensures all pertinent documentation has been filed in WorkSite and linked to the Change Request in MTSII:


Change Request 


Change Request Analysis


Supporting material

The Coordinator also notifies the CR Originator that the Change Request has been completed.

3.3.5 Change Request Scheduling and Coordination
Decisions on the disposition of Change Requests may occur at one of two levels in the Change Management Process:

· Change Control Board (CCB)
· Project Steering Committee (PSC)
The CCB is the initial entry point for consideration of all Change Requests after they have been received and recorded by the CR Coordinator. If the proposed change meets the PSC approval criteria, the Change Request is escalated by the CCB to the PSC for action. Escalations to the PSC may also occur when a Change Request cannot be resolved by the CCB. Once the PSC has made a determination, the Change Request with the PSC determination is returned to the CCB for implementation or other disposition action. 

The CCB uses the criteria in Table 1 to determine the Approval level that is appropriate for the Change Request. 
Table 1 – Change Request Approval Criteria

	Proposed Change
	CCB Approval
	PSC Approval

	Budget Items

	Budget move between fiscal years
	All in excess of $100,000
	None

	Budget move between categories in a fiscal year
	All
	None

	Projected increase in project cost
	All
	If increase >= 10% of the approved project budget.

	Schedule Items

	Forecast completion dates for key milestones have slipped from the approved baseline.
	Less than 60 calendar days 
	Equal to or greater than 60 calendar days for overall project or large development effort 

	Activity Scope

	New contract or modification to a contract.
	All
	Changes to the project charter scope 

	Changes or additions to the project scope, in terms of project activities to be performed (WBS).
	Level 1-3 WBS changes
	Changes to the project charter scope

	Product Scope

	Change in System functional scope (application functionality or interfaces) 



	All
	Changes to the project charter scope

	Change in Project’s Infrastructure (hardware, software, networks)
	All
	None

	Change in Project’s Documentation (plans or specifications) 
	All
	None

	Change in Project’s Support Systems scope
	All
	None

	Change in Project’s Facilities scope
	All
	None

	Change in Project’s Users scope
	All
	Changes to the project charter scope 

	Change in Project’s Business Functions scope 
	Affects <Project Name> Project
	Changes to the project charter scope 

	Change in Project Support Systems (tool, scope, functionality)
	All
	None

	System Requirements

	Deleted requirements
	All
	None

	New requirements
	All
	Changes to the project charter scope

	Major modifications – change to intent
	All
	Changes to the project charter scope

	RFP 

	Language changes or changes to definitions 

	All
	Changes to the project charter scope

	Contracts 

	Language changes or changes to definitions 

	All
	Changes to the project charter scope

	Project Plans

	Annual Update or other modifications
	All
	Changes to the project charter scope


3.3.6 Tracking and Reporting
The CR Coordinator monitors the Change Requests in the MTS II database weekly to ensure new CRs and recently completed CRs are clearly documented. The Coordinator tracks the resolution due dates and reports overdue items at the <frequency> <Project Name> Project Team Meeting.

The statuses of open CRs are also monitored at the CCB meetings.  The MTS II tool sends automatic notifications to the CR Analysis Team Lead when an item is coming due, is due, or is overdue. Table 2 summarizes the escalation of the notifications. For more information on automatic notifications, refer to the MTS II user’s manual.


Table 2 - Overdue Item Notifications

	Number of Days Overdue
	Notice Sent to

	1
	CRA Lead

	5
	CRA Lead and CRA Lead’s Manager

	10
	CRA Lead, CRA Lead’s Manager, and Project Manager


Refer to Section 4 for more information on the reports provided by MTS II.

The Urgent Change process implements a small logical or syntactical application change by consolidating and compressing the application lifecycle.  

4 Project Change Request Database
4.1 Management Tracking System II (MTS II)
[MTS II version 6.0 is the OSI standard for general project tracking. Document how to use the change management tool when performing key change management processes. Utilize this section as an instructional aid for change management staff. Include time-saving tips, visual aids, or other helpful tutorial information. Keep high – level here and move details to an Appendix.]  
The project uses a tracking database (MTS II) to describe, organize, prioritize, track and display project Change Requests, issues, concerns, and action items. The MTS II application provides standard database functions to add and delete Change Requests, specialized functions for prioritizing and closing project Change Requests, linking documentation to the Change Request, as well as maintaining a log of historical events related to a particular Change Request. 

No confidential or sensitive items are recorded in the database since the reports are shared with control agencies and other stakeholders. Potentially confidential or sensitive changes are reviewed with Legal, prior to their being documented.

The OSI IT Staff are responsible for administration and maintenance of the issue tool and its associated database. The MTS II User Manual is located ….

4.2 Reports and Communication
Table 3 lists the primary Change Request reports provided by the Change Request Coordinator.

Table 3 – Change Request Reports

	Title
	Frequency
	Content
	Usage

	Approved Change Requests
	Bi-Weekly Team Meeting 
	Summary of the approved Change Requests since last reported.
	Keeps the project team and stakeholders informed about the changes being made.

	Overdue Items
	Bi-Weekly or as needed
	Change Requests overdue
	Discussed at Bi-Weekly Status Meeting

	Open Change Requests
	As needed
	Listing of all open Change Requests by each approval body (CCB or PSC) to which the CRs are assigned. Within each approval body, the CRs are listed in priority order; current processing status; and CR ID.
	Discussed at CCB meeting 

	Completed Change Request Analysis 
	As Completed
	A Change Request Analysis with information on impact to project scope, schedule and/or cost
	Used by management to select course of action to resolve issue.

	Metrics Report
	Monthly
	Number of CRs resolved, number of CRs overdue, number of CRs; aging statistics (how old are the open CRs); number of days to resolve; number of CRs referred to CCB and PSC; number of rejected CRs 
	Discussed at the CCB meeting


For the Open Change Request report, please see Appendix D for a recommended Change Request Summary Report template.
Refer to the OSI MTS II User Guide v 6 for information on the automated notifications provided by MTS II. 

Appendices

Appendix A: Glossary & Acronyms

	Acronym/Term
	Description

	Baseline 
(also: Project Schedule Baseline)
	Approved version of an item subject to configuration control.

	CCB
	Change Control Board

	Change
	Any planned modification to the baseline project. The process is described in the Change Management Process.

	Change Control 
	 The tracking and management of proposed changes to an item's format, content, version and/or configuration. Change control applies to many different project office functions (e.g. requirements management, project management, quality management, contract management, etc.) as well as contractor delivered products. 

	CI
	Configurable Item

	CMP
	Change Management Process

	CRA
	Change Request Analysis

	CRC
	Change Request Coordinator

	CRF
	Change Request Form

	CTA
	California Technology Agency

	IT
	Information Technology

	MTS II
	The Office of Systems Integration standard tool for general project tracking – Management Tracking System.

	OSI
	Office of Systems Integration

	PSC
	Project Steering Committee

	Project Management Body of Knowledge (PMBOK)
	Information Technology project management supported by a discipline and a formal body of knowledge that defines a project from inception to implementation.

	Project Schedule
	Time-sequenced plan to accomplish activities or tasks used to direct and control project execution. Usually shown as a milestone chart, Gantt or other bar chart, or tabular listing of dates.

	Risk
	Risk is a possible future occurrence that could result in impact to the project.  The process is described in the Risk Management Plan.


Appendix B: Change Management Forms

There are two forms used in the Change Management Process:


Change Request 

Change Request Analysis

Samples of these forms are included in this Appendix and are described below.

The Change Request is the form prepared by the Change Request Originator to define and document the proposed change and its justification. This Change Request Statement is updated by the Change Request Coordinator (CRC) with the official Change Request Title and Change Request number assigned to the Change Request and is used by the CRC to officially record the Change Request for subsequent tracking. The Change Request Statement is then used as the initial vehicle for information, discussion, and disposition. It is retained in the Change Management records as a permanent record of the original request.

The Change Request Analysis (CRA) is the form prepared by the Change Request Analysis Team to document the results of the analysis of the Change Request in terms of the recommended solution and its impacts, risks and implementation. The CRA is the used by the CRC to update the status of the Change Requests. Once prepared, the CRA is used as the primary vehicle for information, discussion, and disposition by the approval bodies and subsequently by the Change Request Implementation Team to implement the approved Change Request. The CRA is also used by the Change Verification Team to document the verification of the implemented change. When fully completed, the CRA is retained in the Change Management records as a permanent record of the change request, analysis, disposition, and implementation of the Change Request.

	<Project Logo>
	<Project Name> Project

Change Request 

	Change Request Title: 
	CR Number: (CRC Use Only)

	Change Request Category
	
	
	

	Originator Name
	
	Originator Organization
	

	Date Submitted
	
	Originator’s Manager 
	

	Primary Contact Person
	
	Backup Contact Person
	

	Primary’s Phone
	
	Backup’s Phone
	

	Primary’s E-mail
	
	Backup’s E-mail
	

	Priority (Check One):

      1 – Critical: Work stoppage or severe impact on productivity has occurred; solution needed immediately. 

      2 – High: Work stoppage or severe impact on productivity is eminent; solution needed before impact occurs.

      3 – Medium: Impact on productivity is expected; workaround has been identified and solution is needed.

      4 – Low: Impact on productivity is minimal; solution is needed.

	Detailed Description of Proposed Change
	

	Justification for Change


	

	Current Workaround
(if applicable)
	

	Potential Cost Considerations
(if known)
	

	Additional Information / Comments


	

	Change Request Disposition 

(CRC Use Only)
	    Rework      Accepted      Withdrawn      Deferred      Approved   
Board: _____

Disposition Comments:


Instructions:

Complete this form then e-mail it along with any supporting documentation to the Change Request Coordinator 

Direct questions to: Change Request Coordinator:  (916) nnn-nnnn
	<Project Logo>
	<Project Name> Project

Change Request Analysis

	Change Request Title:
	CR Number: (CRC Use Only)

	CRA Lead
	
	CR Originator 
	

	CRA Team Members 
	

	Date CRA Assigned 
	
	Date CRA Due
	
	Date CRA Completed
	

	Priority (Check One):

      1 – Critical: Work stoppage or severe impact on productivity has occurred; solution needed immediately. 

      2 – High: Work stoppage or severe impact on productivity is eminent; solution needed before impact occurs.

      3 – Medium: Impact on productivity is expected; workaround has been identified and solution is needed.

      4 – Low: Impact on productivity is minimal; solution is needed. 



	Impact Areas: (Check One or More)

      Project Cost Increase: Change will result in an increase to project costs. 

      Project Cost Decrease: Change will result in a decrease to project costs.

      Scope Increase: Change will result in an increase to project scope of work

      Scope Decrease: Change will result in a decrease to project scope of work

      Schedule Change: Change will result in a change to the Master Project Schedule (MPS).

      Contract Modification: Change will result in a modification to a contract



	Detailed Description of Proposed Change


	

	Justification for Change 


	

	Current Workaround
(if applicable)


	

	Solution Description and Impact on Baselined Items and the Project


	

	Implementation Risks and Mitigation


	

	Alternative Solutions Considered


	

	Additional Information/Comments


	

	Change Analysis Reviewed

(Initials of representative of each team who reviewed CR Analysis)
	Procurement Team:
	Architecture & Infrastructure Team:
	Financial Management Team:

	
	PMO Team:
	Software Development Team:
	<Sponsor>  Program Team:

	
	Contract Team:
	Application Support Team:
	Legal Counsel:

	Changes Implemented 

(Change Implementation Team Use Only)


	

	Changes Verified 
(Change Verification Team Use Only)


	

	Change Request Disposition 

(CRC Use Only)
	    Rework      Accepted      Withdrawn      Deferred      Approved     Board: _____

Disposition Comments:




Direct questions to: Change Request Coordinator:  (916) nnn-nnnn

Appendix C: Change Request Priorities
The CWS/Web uses the following four (4) priorities for all CWS/Web Change Requests:

1 – Critical: Work stoppage or severe impact on productivity has occurred; solution needed immediately.
2 – High: Work stoppage or severe impact on productivity is imminent; solution needed before that point is reached.

3 – Medium: Impact on productivity is expected; workaround has been identified and solution is needed.
4 – Low: Impact on productivity is minimal; solution is needed.
The following chart defines the priorities assigned to CWS/Web Change Requests in terms of the factors to consider when determining the priority.

Table C-1 - <Project Name> Change Request Priorities

	Priority
	Priority Name
	Factors to Consider

	1
	Critical
	Prevents the accomplishment of an essential function

No acceptable alternative process is available

Has system-wide impact affecting a significant number of users

Has impact to critical external system interfaces

Creates a significant public relations risk

Cost of change is $500,000 or greater

	2
	High
	Adversely affects the accomplishment of an essential function

Alternative process available but not cost effective (requires significant manual effort)

Impacts many users
Creates a public relations risk

Has significant impact to program performance and productivity

Impacts external system interfaces

Cost of change is between $200,000 and 499,999

	3
	Medium
	Meets definition of a “High” priority change but has a cost effective interim alternative process

Has a minor impact to program performance and productivity  

Impacts a large number of users

Cost of change is less than $200,000



	4
	Low
	A cost effective permanent alternative process is available

Results in user/operator inconvenience or annoyance but does not affect a required operation or mission essential function

Impacts a small group of users

Cosmetic change

Cost of change is less than $50,000


Appendix D: Change Request Summary Report
	<Project Logo>
	<Project Name> Project

Change Request Summary Report

	Date of Request
	CR#
	Change Request Title
	Assigned To
	Description of Change
	Current Status
	Implementation Date

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	


Status Categories:
Review, Analysis, Approved, Work Authorized, Development, 

                     Test/Validate, Implemented, Closed
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