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1. Introduction

This document provides a checklist to help teams ensure that they are following the standards set forth in FSA's Change Management Process Definition    
2. Checklist
1. Change Control Board (CCB) 

· Each application is governed by a CCB (multiple applications can be governed by a single CCB)

2. CCB Charter 

· Each CCB has a Charter (multiple applications can share a single charter)

· Specifies the IT sponsor, Business sponsor, and other supporting roles as applicable - with current active members

· Specifies the 'designates' for each CCB role (if applicable)

· Version controlled (use of Sharepoint, Subversion, embedded in document, etc) - so that point in time information can be obtained when CCB membership changes

· Charter is updated when CCB membership changes

3. Change Requests 

· Tool is chosen and used consistently to record change requests (JIRA, MS Office docs, paper forms, etc.)

· Every change request is categorized or mapped into one of the 4 CR Types (Functional, Non-Functional, Production Defect, Data Change)
· A master list of CR’s is available
4. Approvals 

· Method is chosen and used consistently to record approvals (e.g., electronic 'voting', CCB meeting minutes, email, paper forms, etc.).
· CR approval levels are in compliance for each CR type.
· Functional – CCB approval level according to the corresponding charter (Business Sponsor AND IT Sponsor at a minimum) 

· Non-Functional - IT Sponsor approval level
· Data - IT Sponsor AND Business Sponsor approval level
· Production Defect - IT Sponsor OR Business Sponsor approval level
· Recorded approvals match the individuals specified in the charter

5. System Release Checklist (SRC)
· For Functional, Non-Functional, and Production defects, a SRC is being filled out according to current SRC instructions.   

3. Revision History
	Version
	Date
	Summary of Changes
	Author

	0.1
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	1.0
	12/19/2011
	Finalizing first version
	Baker Haasis/Susie Pinnell
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