Change Control


Change Control Management

Change control management will be performed in the following steps.

1) Change Request is initiated (see Change Request Form example)

2) The change request is passed on the one the business analysts for first a quick overview with a recommendation to the Project Manager.  

3) If PM agrees then there is a more rigorous impact process review performed.  This is usually the result of verification of how long the changes will take, what other possible areas may be effected, how will the business respond to this change.

4) If agreed the change should proceed it is then passed on to the Change Review Committee.  A priority will be set to change request. It has yet to be decided to will make up the body but it is usually an equal mix of business and technical expertise.  

5) It is also possible that the change may be reject and ended at this point
6) If the Review Committee approves of the change it is then passed along.  If there is a significant impact further consultation from Silvermoon may be required on time and cost adjustments.
7) If the Review Committee does not have the authority to approve the change due the fact that the impact on costs and/or timelines is to great it will then get escalated to senior management.   TBD:  Time and Cost that must be reached before a change request should be escalated, number of management levels required.

8) If approved by senior management the change can then be prioritized and assigned.  Or the change can be refused and cancelled.
A change request can have one of the following an assigned status of:

1. Requested

2. Pending evaluation
3. Under Evaluation

4. Pending approval (level of approval)

5. Approved – waiting for implementation

6. Completed

7. Deferred – to be reviewed again at a specified date.

8. Declined

All change requests must be cataloged no matter (even declined).
A change request must clearly show the impact on both the business and technical side.

Alternative solutions should be presented whenever possible.
When a change is completed and tested may be reviewed by the Change Review Committee again 

The following roles are defined in the change request process
	Role
	Description

	Customer
	The customer is the role that requests a change due to problems encountered or new functionality requirements; this can be a person or an organizational entity and can be in- or external to the company that is asked to implement the change.

	Project manager
	The project manager is the owner of the project that the CHANGE REQUEST concerns. In some cases there is a distinct change manager, who in that case takes on this role.

	Change committee
	The change committee decides whether a CHANGE REQUEST will be implemented or not. Sometimes this task is performed by the project manager as well.

	Executive Committee
	Executive is called to make a decision when Cost, Time or Business may have an impact beyond the boundaries set to the Change committee

	Expert Opinion
	Expert Opinion is usually defined as enterprise or outside body of expert knowledge on a particular subject.  In our case this would any internal resources we have and Silvermoon

	Change builder
	The change builder is the person who plans and implements the change; it could be argued that the planning component is (partially) taken on by the project manager.


Concept descriptions for the change management process

CHANGE REQUEST

Document that describes the requested change and why it is important; can originate from: change in business needs, realization that an item can be optimized, system enhancements, other projects, changes in underlying systems and senior management.
CHANGE LOG ENTRY

Distinct entry in the collection of all changes (e.g. for a project); consists of a CHANGE REQUEST, CHANGE TECHNICAL FEASIBILITY, CHANGE COSTS AND BENEFITS, CHANGE IMPACT ANALYSIS, CHANGE PLANNING, TEST REPORT and CHANGE VERIFICATION. Not all these have to be included if the process is terminated earlier. 

CHANGE TECHNICAL FEASIBILITY

Concept that indicates whether or not “reliable hardware and software, technical resources capable of meeting the needs of a proposed system can be acquired or developed by an organization in the required time

CHANGE COSTS AND BENEFITS

The expected effort required to implement and the advantages gained by implementing the change. 

CHANGE IMPACT ANALYSIS


An assessment of the extent of the change, positive and negative possibilities.  Risk assessment of executing the change, as well as the risk of not doing anything.

TEST REPORT

Describes the conduct and results of the testing carried out for any changes about to be implemented.

CHANGE RELEASE

Performing, testing, verifying, and implementing the change

CHANGE VERIFICATION

A determination of whether or not the result of the change implementation fulfills the requirements established earlier 
Please refer to Change Control Chart.xls to see the diagram of the Change Control Process
Change Request Form

	Request No:
	
	Request Date:
	

	Request Title:
	
	Status:
	

	Originator's Name:
	
	Phone/Email/Mailstop:
	

	Sponsor's Name:
	
	Priority:
	

	Assigned To:
	
	Response Date:
	


Request Description

	


Justification

	


Alternative Solutions

	1.

2.

3.




Impact Assessment

	Impacts
	Option 1
	Option 2
	Option 3

	Functional Scope
	
	
	

	Schedule
	
	
	

	Effort
	
	
	

	Cost
	
	
	


Recommendation

	


Authorization

	Authorized By:
	
	Date:
	

	Authorized By:
	
	Date:
	

	Authorized By:
	
	Date:
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