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Scope:
The purpose of this process is to control change.  It establishes a common methodology that must be used when a technology change is required in the production environment. This process will ensure that changes are communicated within the organization prior to a scheduled event that may directly or indirectly affect production.  The process will establish risk evaluation, accountability, and the ability to measure success.

Definition Of Change:
Changes include any alteration to production hardware, software, or procedures in the data or voice technologies that have a potential to impact our external or internal clients. 

Reasons for Change:

	Reasons for Change Include:

	New infrastructure

	New applications

	Enhancements to existing infrastructure

	Enhancements to existing applications

	Non-emergency Problem resolution

	Expansions to existing operations


Supporting Documents:


	Supporting Documents:

	I.S. Change Request Form

	Emergency Change Process 


Roles:

Change Control Chairperson:


The Chairperson will preside over the meetings of the Change Control Committee.  The Chairperson will have ultimate authority over requested changes in both normal and emergency situations. 

Change Control Committee:

The Change Control Committee will be responsible for the approval or rejection of submitted change requests. 

Information Services:

Representation should include associates from the Infrastructure Construction, Software Construction, the Service Desk, Systems Administration, and Second Level Support.  

The business community:

Representation should include leadership from business operations selected in the following manner:  one manager representing each vertical market segment and selected shared services groups like accounting.

Change Requester:
The Change Requester requests approval for a change by completing and submitting a Change Request Form. 

Change Technician:
The person who performs the change is the Change Technician.  He/she is responsible for implementing the activity. This technician is accountable for the success of the change. While he/she may assign the change to another technician for implementation, he/she is still ultimately responsible. The Change Requester and Change Technician can be the same person. 

Change Administrator:
A Change Administrator will manage and distribute calendar and change forms.


Process:


Responsible party:
Process step:

Requester
1.
Submit Change Request form.

Change Committee
2.
Review Request Forms.

Change Administrator
3.
Communicate change event calendar.

Change Technician
4.
Execute change.

Change Committee
5.
Review change requests.
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