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<insert dev office or system name>

<Insert Development Office or System Name as it appears on the FSA Systems Inventory>
(Determined by scope of CCB) 

NOTE: No blue font text should remain in the final document with the exception of URLs.
Change Control Board Charter
1. Introduction

The Change Control Board (CCB) is a group typically consisting of two or more individuals that have the collective responsibility and authority to review and approve functional change requests (CRs) to an information system. The group, which represents various perspectives from within the organization, is chosen to evaluate and approve changes to the information system. The CCB may be less formal for information systems which have limited size, scope, and criticality in the context of the mission of the organization. 

The purpose of the CCB charter is to define the systems under its control, members of the CCB, and procedures.  

2. Systems/subsystems aka FISMA Children under control as they appear on the FSA Systems Inventory
· <System 1 name (Subsystem 1, Subsystem 2, etc.)>

· <System 2 name (Subsystem 1, Subsystem 2, etc.)>

· <System 3 name (Subsystem 1, Subsystem 2, etc.)>

3. Membership 

The CCB contains the members identified below.  The designated sponsor may delegate their role and responsibilities to the individual(s) with the knowledge and authority to act on their behalf.  See FSA Change Management Plan Process Definition for definitions of key roles and responsibilities.

Note: Charters that cover multiple systems may contain multiple members assigned to the roles identified below.  This does not mean all these members need to provide approval.  The functional approval procedures in Section 5 explain the CCB decision making rules.            
· Business Sponsor/Configuration Management Authority (CMA)

Every IT system is developed and implemented in response to a business need or as a solution to an operational problem. System users define requirements based on their operational needs and ensure that operational user requirements are properly identified, documented, approved, and implemented for all systems under development or being operationally maintained by their organizations. 

The control of changes to these requirements rests with the agency Chief Information Officer, agency heads, or site executive acting as their organization’s Business Sponsor/Configuration Management Authority (CMA). The business sponsor/CMA or their designated representative must authorize functional changes to system requirements as part of the CCB.  

· <insert name, title, office/branch, phone, e-mail>

· IT Sponsor/Configuration Control Authority (CCA)

Control of design solutions to meet the needs of operational user requirements rests with the IT Sponsor/CCA who can authorize the expenditure of resources and make decisions. 

Control of functional changes to system design solutions, and the system’s accompanying technical documentation, must be approved by the IT sponsor/CCA as part of the CCB.
· <insert name, title, office/branch, phone, e-mail>

· Configuration Management Specialist (CMS)
The individuals operating as the Configuration Management Specialist (CMS) are critical to the successful operation of a configuration management process. Together they are responsible for ensuring that all elements of the change management process are followed and documentation is kept under their physical control.

· Information Processing Group, IPUSO, 816.926.6002

ug-mokansasc2-ipuso-ipg@kcc.usda.gov 

· The list of specific IPUSO staff members and their contact information is located at the following link. Select the CMS IPUSO-IPG staff Appendix spreadsheet.

https://fsa.sc.egov.usda.gov/mgr/itsd/architecture/pmo/Shared%20Documents/Forms/AllItems.aspx?RootFolder=%2fmgr%2fitsd%2farchitecture%2fpmo%2fShared%20Documents%2fChange%20Management%2fCCB%20Charters&FolderCTID=&View=%7bCEA600A3%2d2C67%2d4BFF%2d979C%2d797F651A13EC%7d
· Change Control Manager (CCM) (optional, remove if not utilizing the role)
· <insert name, title, office/branch, phone, e-mail>

· Change Control Manager (CCM) Designate(s) (optional, remove if not utilizing the role)
· <insert name, title, office/branch, phone, e-mail>

· Business Sponsor Designate(s) (optional, remove if not utilizing the role(s)) 

· <insert name, title, office/branch, phone, e-mail>

· IT Sponsor Designate(s) (optional, remove if not utilizing the role(s)) 

· <insert name, title, office/branch, phone, e-mail>

· Other CCB Members (optional, remove if not utilizing the role(s))
· <insert name, title, office/branch, phone, e-mail>

· <insert name, title, office/branch, phone, e-mail>

· <insert name, title, office/branch, phone, e-mail>

4. Responsibilities

Change Control Manager (CCM) (optional, remove if not utilizing the role)
The CCM serves as the Chairperson and convene meetings as described in the procedures in Section 5. The CCM moderates the meeting and reviews change requests. The CCM may be the designated signing authority for approved functional changes.  
CCB Members

The CCB members represent their respective functional areas.  CCB members are responsible for:

· Tracking and documenting project status updates
· Identifying impacts of project functional and delivery schedule changes
· Communicating to subordinate staff required actions based upon project functional and delivery schedule changes
· Ensuring required activities are executed upon by subordinate staff
· Complying with FSA Change Management Plan Process Definition 

Ad Hoc Members
Ad hoc members may be invited to participate as required to provide reviews, research, impact analysis, perform validation of identified problems or proposed changes, recommend implementation, and discuss impacts as necessary.

CCB Administrative Support
The CCB administrator/coordinator shall make sure that the charter is up to date at a minimum each year and reflects the current CCB systems, members names, procedures, and that the repository of the documents are in place and up to date.

5. Procedures

The CCB may use any process that is FSA Change Management Plan Process Definition compliant, including but not limited to the following procedures:

In this section please specify your procedures for determining the CR type, recording the CR, approving functional CRs, and other details regarding the responsibilities of the CCB.  

<Optional Procedures>

Procedures for determining the CR type …<insert procedure>

Procedures for recording the CR …<insert procedure>

<Mandatory Procedures>

Procedures for a functional approval (mandatory for compliance with FSA Change Management Plan Process Definition, explain who the CCB voting members are, how the CCB reaches approval, if each voting member has signature authority to record their approval or if the CCM has signature authority to record the CCB’s approval)  …<insert procedure>

Procedures for meeting schedule (explain if the CCB meets or not, if they do then how often, if they don’t explain how process works, how members communicate, and notate where information discussed in a traditional CCB meeting is being captured) <insert procedure>  
Example:

· A representative from the IT staff will determine the CR type as designated by the IT Sponsor.

· For all functional changes the CCB approval will require the Business Sponsor and IT Sponsor (or delegates) to approve all change request items.

· The CCB will use JIRA Work Tracker to record and manage change requests using Work Orders. Approving officials will either approve a Work Order directly within JIRA or indirectly by sending official approval via e-mail to another member of the CCB that will record their approval by attaching the e-mail to the Work Order.
· The CCB may meet on an “as needed” basis. Additional informal discussion about Work Orders may occur between the business, development, testing, and database areas. However, the CCB will use JIRA to exchange information and provide a mechanism for CCB approval.

6. Version Control

This section should document the changes made to the Charter.  When re-signing is required it is recommended that the version number be increased to the next whole number.  For changes that do not require re-signing, it is recommended that the sub number (the tenths positon) be increased.

	Version
	Date
	Author
	Description of Changes

	This charter was built using template version 2.3 from the FSA SDLC

	1.0
	<Date of version>
	<Name of person or persons making the change>
	<Brief description of the change>

	
	
	
	


7. CCB Signatures

Business Sponsor

_______________________________________________________

<insert name, title>
Date

IT Sponsor

_______________________________________________________

<insert name, title>
Date

Change Control Manager (CCM) (optional, remove if not utilizing the role)
_______________________________________________________

<insert name, title>
Date

 Other CCB Members (optional, remove if not utilizing the role)
_______________________________________________________

<insert name, title>
Date

_______________________________________________________

<insert name, title>
Date

_______________________________________________________

<insert name, title>
Date

Template Version History
This section documents the changes made to the Template and should be removed from actual CCB Charters.  The Template version that was used to create a charter should be noted in the first row of the table in the Version History section.  It is also noted in the footer.
	Version
	Date
	Author
	Description of Changes

	1.0
	12/1/2011
	Baker Haasis/Susie Pinnell
	Initial version

	1.1
	12/22/2011
	Kendall Kukowski/Susie Pinnell/James McCannon
	Clarified CCM role/responsibilities

	1.2
	2-17-2012
	Lois Thomson
	Added link for IPUSO staff members and organized “required” and “optional roles/names.

	2.0
	8-16-2012 
	Lois Thomson
	Updated IPUSO information.

	2.0
	8-22-2012
	Lois Thomson
	Corrected references to the FSA Change Management Plan Process Definition, spelled acronyms at first reference, and corrected capitalization.

	2.0
	1-11-2013
	Lois Thomson
	Added changes as directed by Oversight and Compliance Division (OCD.)

	2.1
	5-28-2013
	Lois Thomson
	Updated terminology to comply with Oversight and Compliance Division (OCD)

	2.2
	10-22-2013
	Lois Thomson
	Added example in Section 5.

	2.3
	1-27-2014
	David Stropes
	Added template version to the footer, changed section 6 to Version Control to capture changes to the actual Charter, moved previous section 6 to new un-numbered section titled Template Version History to capture changes to the Template itself.  This un-numbered section should be removed from actual Charters.
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