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FSA Change Management Plan: Process Definition
1. Introduction

1.1 Purpose 
The purpose of this document is to define the Change Management (CM) procedures to be followed by software development projects at the Farm Service Agency (FSA) within the United States Department of Agriculture (USDA).  The CM policies are used to monitor and safeguard project assets, and to enforce software development practices. 
Controlling changes to software offers a number of solutions to several software development problems: 

· Process to handle requirement changes is defined and repeatable. 

· Facilitates clear communications. 

· Change rate statistics provide good metrics for objectively assessing project status. 

· Change propagation is assessable and controlled. 

· Changes can be maintained in a robust, customizable system. 

· Problems encountered during work integration efforts are minimized.
The Change Management Process shall be established during project planning and presented during the project kick-off.  The process shall be implemented and followed as requirements are baselined. 
1.2 Scope
The document shall be considered the standard FSA Change Management Plan applicable to all FSA software development projects.  A project level CM Plan is not necessary unless the project has a need to describe additional procedures or variances from this standard plan.

1.3 Overview
Change Management is applied throughout the project lifecycle and is composed of the Process Definition and the ClearQuest Implementation, as noted below:
· Change Management Process Definition – The remainder of this document identifies the process that should be followed to establish change control.  It is tool independent.
· Change Management ClearQuest Implementation – A separate document entitled “FSA Change Management Plan: ClearQuest Implementation” identifies the responsible parties, standard tools, environment, and interfaces needed to implement the Change Management Process.  It is tool dependent, making use of ClearQuest. 
By applying these elements of Change Management control, the project can provide an audit trail of changes to all deliverable documents and enhance the quality and integrity of the final product.
2. Change Management Process
This section will describe the process used to handle changes.  In order to handle changes it is necessary to establish a Change Control Board (CCB) and define what makes up a Change Request (CR) and the Change Request Workflow.
2.1 Change Request

A Change Request is an official request to make a change to a system.  It can be a request to fix a defect, a minor change to an existing feature or a major change or addition.  The Requestor documents the Change Request and submits it to the Change Control Manager.
Infrastructure Changes / Database Structure
An Infrastructure change is a modification to the information technology environment or framework that may require a subsequent programming change to a business application.  Depending on the nature of the modification and variability of the types of changes, Infrastructure changes may require approval from the Project Sponsor and/or the IT lead.  Such consideration should be given on a change by change basis, and justified and documented, accordingly.  

Emergency Change

Under certain circumstances, a change cannot wait for the normal CR process to occur.  In this case, the change is implemented immediately.  The Change Control Manager then creates the CR documentation with a Priority of “Emergency”, informs the CCB of the situation and Closes the CR when fully implemented.
2.2 Change Control Manager

The Change Control Manager is responsible for implementing and overseeing the change control process.  Upon receipt of a CR from a Requestor, the Change Control Manager determines whether to place it on Hold for more information from the Requester, treat it as a Duplicate of an existing CR or Receive it for consideration by the Change Control Board.  The Change Control Manager can also treat it as an Emergency Fix (see below), thereby bypassing the normal process of approval by the CCB.  

The Change Control Manager should be skilled in estimating cost and scheduling impacts of Change Requests. They should be able to communicate effectively in order to negotiate scope changes and to determine how each Change Request should be handled and by whom.  The Change Control Manager is a key member of the Change Control Board, and, as such, ensures that the CCB members have copies of relevant CRs prior to the CCB meeting, determines CR disposition when the CCB reaches an impasse, and documents the results of the CR review process.
2.3 Change Control Board

The Change Control Board is responsible for reviewing CRs and for determining their disposition.  If the CCB cannot agree on the disposition of a CR, then it will be determined by the Change Control Manager and, if necessary, involve the Center Director.

The composition of the CCB will be dynamic, based on the project team.  The Change Control Manager will be responsible for establishing the CCB and should typically include the following members:

· Center Director (optional member upon request)

· Project Office Chief (optional member upon request)

· Change Control Manager

· Project Manager

· Testing Manager

· System Analyst

· Software Architect

· Business Analyst
A standard CCB meeting agenda should include a review of the following:

· Changes applied without approval of the CCB (i.e. Emergency fixes) 

· Postponed CRs from a previous meeting

· Newly Received CRs  (order of review should be based on the priority of the CR)
For a Newly Received Change Request, the CCB does an initial review of its contents to determine if it is a valid request. If so, then a determination is made if the change is in or out of scope for the current release(s), based on priority, schedule, resources, level-of-effort, risk, severity, and any other relevant criteria as determined by the group. The Change Control Manager will update the status of each CR reviewed in the meeting and notify the requestor of the results.
Many CRs require an impact analysis to be able to determine the appropriate action.  The CCB shall postpone decision on these CRs until the impact analysis is completed.   The Change Control Manager will assign an individual to perform the necessary impact analysis work and update the CR with the results so that it is available for consideration by the CCB.
CCB meetings are typically held once per week. If the Change Request volume increases substantially, or as the end of a release cycle approaches, the meeting may be held as frequently as daily. It shall not be necessary to insist on face-to-face meetings; much of the assessment can be handled electronically via email.  Change Requests to be reviewed in the CCB meeting shall be circulated in advance by the Change Control Manager, and flexibility allowed to the members on whether to attend in person, to send an appointee, or to send comments via email.
A charter shall be established for each project or group of related projects to formally define a Change Control Board.  The charter shall define the projects under its control, members of the CCB, responsibilities, and meeting schedule using the following template:  Project Change Control Board Charter.doc
2.4 Level of Testing Required
Level of testing refers to the amount of testing which is required to adequately test each change request.  For further explanation, refer to the categories listed below.

a. Full Regression - Testing of all functional areas will be conducted to assure code meets all requirements and regulations.
b.  Multiple Functional Areas - Complex change has been received that requires many test cases to be run to verify that software meets all requirements and verify that all functions which have been impacted work properly (e.g. a single ear file contains functions such as administrative, sign-up, and payment processing.  Implementing correction software requires both sign-up and payment processing test cases to be verified).
c. Single Functional Area - Independent change has been received that requires only the test cases for a specific function be run to verify that software meets all requirements and that the software will not break (e.g. a new report has been added to the application).
d. Defect Area Change - Testing results indicate proper results are received (e.g. error message updated to more user friendly message).
e. Application Deployment or Startup - Starting the application or accessing an option is sufficient to demonstrate the change is correct (e.g. configuration change was made and screen prints can identify the change was implemented).
Upon arriving at the level of testing deemed necessary for each change, the decision should be justified, documented and maintained, along with the test scripts and test results.
2.5 Change Request Fields
A Change Request refers to the way modifications to the project are documented and communicated.  All requests for changes to the scope of work shall be documented through the Change Request (CR) process.  The scope of work is defined by the project scope, schedule, or cost.  A Change Request shall contain the fields listed in the tables below.
· Field Label is the label that is used to identify a field on the change request.  
· Definition is a description of the contents of that field.

Table 1: Field Definitions
	Field Label
	Definition

	- - - Main Section - - -

	ID
	A number that uniquely identifies the Change Request

	Current Status
	The current status of the Change Request
· Submitted – A new request is being submitted

· Received – The Change Control Manager has reviewed the Change Request and verified that is it ready for CCB review

· Accepted – The request is acceptable and it will be processed

· Assigned – The project manager has assigned a team to work on the CR

· Opened – The assigned team member is ready to begin work on the CR

· Resolved – Work on the CR has been completed by the assigned team member

· Closed – Work on the CR has been completed and tested, or the requestor has canceled the request
· Duplicate – The Change Request is a duplicate of another Change Request
· Hold – More information is needed from the requestor

· Postponed – The CCB has postponed making a decision until the next board meeting
· Rejected – The request is not acceptable and it will not be processed due to reasons provided in the ‘Comments’

	Headline
	A short title to identify the Change Request

	Project
	Identifies what project the request is for

	Application
	Identifies which application within the project the request is for

	Functional Area
	Identifies a functional area within the project that the change is for

	Owner
	When the CR is in Assigned or Open status, the name of the individual that is assigned to complete the work

	Severity
	The severity of the request from the requestors viewpoint

· Critical - No further progress can be made until this has been corrected. This is critical enough to crash the system; cause file corruption, or cause potential data loss. It causes an abnormal return to the operating system (crash or a system failure message appears). It causes the program to hang and requires rebooting the system. It causes a lack of vital program functionality with no work around.

· Major - Probably won’t cripple the system but it will cause serious problems (serious formatting problems, etc.) It causes a lack of functionality that would be a major inconvenience to the user. A work around may exist but it is inconvenient or difficult. There is an insufficient or unclear error message which has a major impact on product use. Prevents other areas of the product from being tested.

· Average - Serious in nature but less severe than major problems. A simple work around may exist. There is an insufficient or unclear error message that has a minor impact on product use.

· Minor – Mostly cosmetic in nature.
· Enhancement - A suggestion on how to make the application work better.

	Priority
	The priority of the request from the requestors viewpoint

· Emergency - This Change Request needs to be resolved immediately for testing to continue on this function and to prevent release schedule delay.

· Urgent - This Change Request impacts application functionality and needs to be fixed as soon as possible.

· Routine - This issue does not stop application usage but should be resolved.

· Low - This issue does not have a major impact on functionality or application availability.  Would be nice to have.

	Found In
	Identifies the location of the software that is affected by this change

· Requirements
· Analysis

· Design

· Implementation

· Testing – Integration 
· Testing – Acceptance (Automated)

· Testing – Acceptance (Manual)
· Testing – Load 
· Testing – Beta 
· Production

· Not Applicable

	Change Type

	The type of the Change Request
· Defect – An existing feature failing to perform as expected or designed

· Minor Enhancement – A minor change to an existing feature

· Addition – A new feature or a major change or significant impact to an existing feature

	Status Reason
	Describes the benefits/reasons for the requested change 

· New Request

· Need additional information from Requestor

· Requestor provided additional information

· Requestor closed request

· Duplicate CR

· Ready for Review by CCB

· CCB Rejected CR

· CCB Accepted CR

· CCB Postponed processing CR until a later date

· Work assigned to project team member

· Work in process

· Work completed

· Work re-assigned to new project team member

· Change Verification Failed

· Change Verification Approved

· Duplication Verified

· Rejection Verified
· Duplication Reversed

· Modify Headline, Description or Requested Implement Date.

	Requested Implement Date
	Identifies the date the change is requested to be implemented into the production environment

	Description
	Describes in detail the requested change

	- - - Comments Section - - -

	Note Entry
	Describes any additional information that the needs to be provided

	Note Log
	Displays a list of previously added comments.

	- - - Environment Section - - -

	Contact
	Identifies who is requesting the change

	Contact Phone
	Identifies the phone number of the requestor

	Hardware
	Identifies the hardware where the need for a change was found

	Computer
	Identifies the computer where the need for a change was found

	Operating System
	Identifies the operating system where the need for a change was found

	Other Environment
	Identifies other environment information where the need for a change was found

	- - - Attachments Section - - -

	Attachments
	This control allows the user to associate documents/files with the Change Request as needed.  These documents can be text files, word files, diagrams, code basically any file type.  

	- - - History Section - - -

	History Log:

· action_timestamp

· user_name

· action_name

· old_state

· new_state
	A log of all prior Status changes made to the CR, including the following fields:
· Action Timestamp
· User Name
· Action Name
· Old State

· New State

	Status Reason Log:

· State:

· by:

· on

· (no label)
	A log of all prior Status Reason changes made to the CR, including the following fields:

· Action Name
· User Name
· Action Timestamp
· Status Reason

	- - - Owner History Section - - -

	Owner Change Log:

· action_timestamp

· user_name

· action_name

· old_owner

· new_owner

· old_state

· new_state
	A log of all prior Owner changes made to the CR, including the following fields:

· Action Timestamp

· User Name

· Action Name

· Old Owner

· New Owner

· Old State

· New State

	- - - Resolution Section - - -

	Version Fixed
	The version of the software deployed where the defect was fixed.

	Resolution
	The description of what was done to affect the resolution of this Change Request.  Valid selections include:

· Cannot Reproduce 

· Duplicate

· Enhancement Request

· Fixed

· Fixed Indirectly

· Functions as Designed

	Duplicate Of
	CR# of which this CR is a duplicate of

	Duplicates
	CR#(s) that are duplicates of this CR

	- - - Impact Analysis - - -

	Proposed Resolution
	High level summary of the work to be performed.

	Impact
	Describe the consequences of making or not making the proposed change.

	Cost
	Describe the cost of making the change

	Savings
	Describe the savings possible if the change is made

	Project Risk Analysis
	Describe the impact on risk that this change may impart

	Risk Factor
	Valid selections include:

· High

· Medium

· Low 

This is a categorization for reporting purposes

	Identify Level of Effort (LOE)
	Document the activities and resource estimates for this change request.  Inputs are provided and agreed to by the stakeholders.

	LOE Class
	Valid selections include:

· High

· Medium

· Low 

This is a categorization for reporting purposes


2.6 Change Request Workflow
The following diagram depicts the activities used to manage a Change Request throughout its lifecycle. 
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Figure 1: Change Request Workflow
2.7 Change Request Workflow Details
The table below identifies each State that can occur for a Change Request (Current State), each Action available from that State (Actions Available), the results of that Action (Description), and who can perform that Action (Responsibility).
Table 2: Workflow Actions
	Current State
	Actions Available
	Description
	Responsibility

	none
	New
	Any project stakeholder may initiate a Change Request.  A Change Request is logged into the Change Request Tracking System and placed into the Submitted Queue.  
The requestor should provide the following information:

· Headline
· Project

· Application

· Functional Area

· Severity
· Priority

· Found In

· Change Type
· Description

· Attachments (if applicable)
· Comments (if applicable)

· Contact (if not yourself)
· Contact Phone (if not yourself)

· Hardware (if applicable)

· Computer (if applicable)

· Operating System (if applicable)

· Other Environment (if applicable)
The following fields will have system-assigned values:
· ID (next available number)

· Current Status (Submitted)
· Status Date (current date)

· Status Reason (New Request)
	Requestor
For Emergencies, may be Change Control Manager

	Submitted
	Delete
	If the Requestor determines that the Change Request has been Submitted in error, the Delete Action will cause physical deletion of the Change Request from the system.  This Action can only be performed by the individual who created the CR.
	Requestor

	Submitted
	Request-more-info
Duplicate

Ready-for-review

	An initial review of the contents of Submitted Change Request is done by the Change Control Manager to determine if it is a valid request.  The Change Control Manager will make one of the following actions and update the CR with the appropriate information:

· Action  – Request-info (12)

· Status – defaults to “Hold”
· Status Reason – defaults to “Need additional information from Requestor”
· Status Date – defaults to Current Date

· Comments – provide a description of additional information needed
· Action  – Duplicate (2)
· Status – defaults to “Duplicate”
· Status Reason – defaults to “Duplicate CR”
· Duplicate Of: CR# of which this CR is a duplicate of

· Status Date – defaults to Current Date

· Action  – Ready-for-review (13)

· Status – defaults to “Received “
· Status Reason – defaults to “Ready for Review by CCB”
· Status Date – defaults to Current Date
The Change Control Manager may also update the following:

· Change Type

· Priority

· Severity

· Comments
	Change Control Manager

	Received 


	Request-more-info

Duplicate

Postpone

Reject

Accept

	The CCB will review CRs that are in Received (or Postponed) states. An initial review of the contents of the Change Request is done in the CCB Review meeting to determine if it is a valid request. If so, then a determination is made if the change is in or out of scope for the current release(s), based on priority, schedule, resources, level-of-effort, risk, severity and any other relevant criteria as determined by the group.  The CCB may request additional information from the other groups or determine an impact analysis is needed before making a decision.  The following fields will be updated based on the outcome of the review:

· Action  – Request-info (12)

· Status – defaults to “Hold”
· Status Reason – defaults to “Need additional information from Requestor”
· Status Date – defaults to Current Date

· Comments – provide a description of additional information needed
· Action  – Duplicate (2)
· Status – defaults to “Duplicate”
· Status Reason – defaults to “Duplicate CR”
· Duplicate Of: CR# of which this CR is a duplicate of

· Status Date – defaults to Current Date
· Action  – Postpone (3)

· Status – defaults to “Postponed “
· Status Reason – defaults to “CCB Postponed processing CR until a later date”
· Status Date – defaults to Current Date

· Comments – provide reason for postponing and when the CR should be re-evaluated

· Action  – Reject (11)

· Status – defaults to “Rejected “
· Status Reason – defaults to “CCB Rejected CR”
· Status Date – defaults to Current Date

· Comments – provide reason for rejection

· Action  – Accept (1)

· Status – defaults to “Accepted “
· Status Reason – defaults to “CCB Accepted CR”
· Status Date – defaults to Current Date

The Change Control Manager may also update the following:

· Change Type

· Priority

· Severity
· Comments
	CCB / Change Control Manager

	Accepted
	Assign
Duplicate
	For CRs that have been Accepted, the Project Manager will assign the work to the appropriate team member – depending on the type of request (e.g., enhancement request, defect, documentation change, test defect, etc.) – and make any needed updates to the project schedule.  The following fields will be updated:

· Action  – Assign (4)
· Status – defaults to “Assigned “
· Status Reason – defaults to “Work assigned to project team member”
· Status Date – defaults to Current Date
· Owner – provide name of assignee

· Comments (if applicable)
· Action  – Duplicate (2)
· Status – defaults to “Duplicate”
· Status Reason – defaults to “Duplicate CR”
· Duplicate Of: CR# of which this CR is a duplicate of

· Status Date – defaults to Current Date
	Project Manager

	Assigned
	Open
	Once a Change Request has been Assigned to a team member and the team member is ready to begin work on the CR, the CR must be Opened.  The following fields will be updated:

· Action  – Open (5)

· Status – defaults to “Opened “
· Status Reason – defaults to “Work in process”
· Status Date – defaults to Current Date
· Comments (if applicable)
	Assigned Team Member/Project Manager

	Opened
	Resolve
	The assigned team member performs the set of activities defined within the appropriate section of the process (e.g., requirements, analysis & design, implementation, produce user-support materials, design test, etc.) to make the changes requested on an Opened request. These activities will include all normal review and unit test activities as described within the normal development process. The following fields will be updated when the changes are complete:
· Action  – Resolve (6)
· Status – default to “Resolved”
· Status Reason – default to “Work completed”
· Status Date – defaults to Current Date
· Resolution – provide how request was resolved
· Version fixed (if known)

· Comments (if applicable)
	Assigned Team Member/Project Manager

	Resolved
	Work Verified

Work not Verified
	Once the changes have been made and request is Resolved, the Change Request is ready to be verified against a release build of the product, product release notes, etc.  If the requestor is satisfied with the changes, then the Change Request should be staged for delivery in a release.  The following fields will be updated:

· Action  – Work-verified (7)

· Status – default to “Closed”
· Status Reason – default to “Change Verification Approved”
· Status Date – defaults to Current Date
· Comments (if applicable)

· Action  – Work-not-verified (14)

· Status – default to “Accepted”
· Status Reason – default to “Change Verification Failed”
· Status Date – defaults to Current Date

· Comments – provide reason for failure
If the change is not verified (failed testing) then the change is reassigned to the developer who delivered the changes for additional work.
	Requestor

	Closed
	none
	Once the Change Request is closed, there are no further actions that can be done against it.
	none

	Duplicate
	Unduplicate 
Close
	If a Change Request has been identified as being a Duplicate, then the Change Control Manager needs to confirm the duplication with the requestor.  The Change Control Manager will either close the CR or request additional information from the requestor. 

· Action  – Close (8)

· Status – default to “Closed”
· Status Reason – default to “Duplication Verified”
· Status Date – defaults to Current Date
· Comments (if applicable)

If the Change Control Manager needs to request additional information from the requestor, they must Unduplicate the CR before requesting more information.  After the CR has reverted to its prior status (based on information in the history log), the Change Control Manager will choose to request more information.  
· Action  – Unduplicate (10)

· Status – revert to prior status
· Status Reason – default to “Duplication Reversed”
· Status Date – defaults to Current Date
· Comments
	Change Control Manager

	Hold
	Resubmit 

Close
	If more information is needed to evaluate a Change Request, or if a Change Request is rejected or considered a duplicate, and the Change Request is placed on “Hold” status.  The requestor is notified and may update the Change Request with new information. The updated Change Request is then re-submitted for consideration with the new data.  The information that may be updated on the Change Request is the same information that would be entered if it were new, however the Change Request Number will remain the same – i.e. a new number will not be assigned. The requestor may also decide to cancel the request and close the Change Request. The following fields must be updated:

· Action  – Re-submit (9)

· Status – default to “Submitted”
· Status Reason – default to “Requestor provided additional information”
· Status Date – defaults to Current Date

· Update any fields as necessary to provide additional info

· Comments (if applicable)
· Action  – Close (8)

· Status – default to “Closed”
· Status Reason – default to “Requestor closed request”
· Status Date – defaults to Current Date

· Comments (if applicable)
	Requestor

	Postponed
	Request-more-info

Duplicate
Reject

Accept

	The CCB will review CRs that are in Postponed (or Received) states. An initial review of the contents of the Change Request is done in the CCB Review meeting to determine if it is a valid request. If so, then a determination is made if the change is in or out of scope for the current release(s), based on priority, schedule, resources, level-of-effort, risk, severity and any other relevant criteria as determined by the group.  The CCB may request additional information from the other groups as necessary before making a decision.  The following fields will be updated based on the outcome of the review:

· Action  – Request-info (12)

· Status – defaults to “Hold”
· Status Reason – defaults to “Need additional information from Requestor”
· Status Date – defaults to Current Date

· Comments – provide a description of additional information needed
· Action  – Duplicate (2)
· Status – defaults to “Duplicate”
· Status Reason – defaults to “Duplicate CR”
· Duplicate Of: CR# of which this CR is a duplicate of

· Status Date – defaults to Current Date
· Action  – Reject (11)

· Status – defaults to “Rejected “
· Status Reason – defaults to “CCB Rejected CR”
· Status Date – defaults to Current Date

· Comments – provide reason for rejection

· Action  – Accept (1)

· Status – defaults to “Accepted “
· Status Reason – defaults to “CCB Accepted CR”
· Status Date – defaults to Current Date

The Change Control Manager may also update the following:

· Change Type

· Priority

· Severity
· Comments
	CCB / Change Control Manager

	Rejected
	Request More Info

Close
	If a Change Request has been Rejected, then the Change Control Manager needs to confirm the rejection with the requestor.  The Change Control Manager will either close the CR or request additional information from the requestor. 

· Action  – Request-info (12)

· Status – default to “Hold”
· Status Reason – default to “Need additional information from Requestor”
· Status Date – defaults to Current Date

· Comments Action  – Close (8)
· Status – default to “Closed”
· Status Reason – default to “Rejection Verified”
· Status Date – defaults to Current Date

· Comments (if applicable)
	Change Control Manager

	any state, Owner History tab
	Delete
	This allows the responsible user to Delete or Modify an Owner History record when a mistake in assignment has been made.
	Project Manager

	any state
	Modify
	The Modify Action may be used against any State of the Change Request.  Issuing this Action does not cause the State of the CR to change.  Impact Analysis information is entered with the Modify action.
There is one situation under Modify, however, that causes a special logging to take place.  After the Change Request has been assigned to a team member by specifying the Owner of that CR, the work may need to be reassigned to another team member in order to complete all the work.  The Modify Action is used to make this change in the Owner field.  When this occurs, the changed information will be written to the Owner Change Log and the following fields will be updated:
· Action  – Modify (15)
· Status – no change, remains Opened
· Status Reason – select “Work re-assigned to new project team member”
· Status Date – defaults to Current Date
· Owner – provide name of assignee

· Comments – provide reason for modification
	individual responsible for actions against the current state of the CR, as specified in the previous table

	any state
	Format-cr-to-print
	The Format-cr-to-print provides a way to save, print or email a copy of the information about the Change Request.
	any individual who can view this CR


2.8 Change Status
This section will describe the required reporting and audits of Change Requests that are necessary throughout the project lifecycle.

2.8.1 Change Request Log
A Change Request log of all Change Requests shall be maintained by the Change Control Manager.  The log shall contain the following information:

· ID
· Headline
· Change Type

· Priority

· Severity

· Requested Implementation Date

· Project

· Application

· Functional Area

· Current Status

· Status Date

2.8.2 Change Request Status Reporting

Status reporting of Change Requests will be provided for various reasons.  The intent of the reports is to provide quantity and type of Change Requests to be reviewed, a summary of the Change Request activity during a particular time frame, number of open defects, etc.  The sections below describe the minimum report types that shall be required during the project life cycle.

2.8.2.1 CCB Meeting Change Request Review

This report should list the Change Requests that are to be reviewed in the Change Control Board meeting.  The report shall include the following information:
	Changes applied without approval of the CCB (i.e. emergency fixes)

	ID
	Headline
	Change Type
	Priority
	Severity
	Requested Implementation Date
	Project
	Application
	Functional Area

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	


	Postponed CRs from the previous meeting

	ID
	Headline
	Change Type
	Priority
	Severity
	Requested Implementation Date
	Project
	Application
	Functional Area

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	


	Newly received CRs  (in priority order)

	ID
	Headline
	Change Type
	Priority
	Severity
	Requested Implementation Date
	Project
	Application
	Functional Area

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	


2.8.2.2 Quality Control Review

This report should summarize the Change Request activity that has occurred during a Quality Control (QC) Review.  The report shall include the following information:

	Change Request Type/Priority
	# CRs
Not Closed
	# CRs

Closed
	# CRs
Total


	Defect 

	Emergency
	
	
	

	Urgent
	
	
	

	Routine
	
	
	

	Low
	
	
	

	Defect Totals:
	
	
	


	Minor Enhancement 

	Emergency
	
	
	

	Urgent
	
	
	

	Routine
	
	
	

	Low
	
	
	

	Minor Enhancement Totals:
	
	
	


	Addition

	Emergency
	
	
	

	Urgent
	
	
	

	Routine
	
	
	

	Low
	
	
	

	Addition Totals:
	
	
	


	Totals:
	
	
	


2.8.2.3 Project Status Report – Change Request Summary
This report should summarize the Change Request activity that has occurred during the reporting period.  The report shall include the following information:

	Change Request Type
	# CRs
Not Closed
	# CRs

Closed
	# CRs

Total

	Defect 
	
	
	

	Minor Enhancement 
	
	
	

	Addition
	
	
	

	Totals:
	
	
	


Version History

	Version #
	Date
	Amended By
	Nature of Change

	1.0
	August 23, 2006
	n/a
	Creation of document

	1.1
	August 1, 2008
	David Stropes 
	Added section 2.4 (Level of Testing) and added discussion of Infrastructure Changes to section 2.1
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