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	CHANGE REQUEST (CR)

	1. CR Type (select one)
                   FORMCHECKBOX 
 Functional   FORMCHECKBOX 
 Non-Functional   FORMCHECKBOX 
 Data   FORMCHECKBOX 
 Production Defect
	2. Date of Request

     

	3. CR Number (e.g., CR-PMT-XXX, CR-AFAO-XXX, CR-PMT-COR-XXX, etc.)
                CR-      
	4. Area  (optional)  

      
	5. Priority  (e.g., emergency, critical, high, medium, low, etc)    
               

	6. Originator’s Name
       
	7. Originator’s Phone Number
       
	8. Affected Systems
       

 FORMTEXT 
 FORMTEXT 

	9. Affected Screens/Reports (optional)          

	10. CR Request Description (note link(s) or attachment(s) for requirements if applicable)
       


	11. Description of Problem (optional)
      


	12. Production NLT Date  (optional) 

     

	13. Other Comments (optional)
     


	14. CR Location (optional)
     


	Approval (Note:  Depending on the CR type, approvals required vary. This CR template is one example of how to record a change request and capture approval.  See Change Management Process Definition 2.0 for other examples.)
Functional – CCB approval, according to the corresponding charter (signature authority may be the CCB Change Control Manager (CCM) or individual CCB members)  

Non- Functional – IT Sponsor

Data – IT Sponsor AND Business Sponsor
Production Defect - IT Sponsor OR Business Sponsor

	15. Estimated Level of Effort (e.g., hours) (optional) 

      
	16. Approver Comments (List approver name, then comment) (optional)
     


	17. Business Sponsor Print Name

      
	18. Business Sponsor Signature
	19. Date               
     


	20. IT Sponsor Print Name

      
	21. IT Sponsor Signature
	22. Date               
     


	23. CCB Print Name and Title 

      
	24. CCB Signature 
	25. Date               
     


	26. CCB Print Name and Title 


      
	27. CCB Signature 
	28. Date               

     


	29. CCB Print Name and Title 


      
	30. CCB Signature 
	31. Date               

     



Page 1



FSA – Change Request Template

Template Release December 2011

