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 MACROBUTTON NoMacro Type Address Here
Your Company, Inc.
IT Change Control
YourCo’s Procedural Change Control Documentation for IT Services
Proposed Change Project Name:

YourCo’s Change Control Process
Proposal stage
A description of the proposed change: Who, What, Why, When and Where
<WHO- This is Who is asking for the change we are desirous of doing>

Enter who the changes affect, and who are the resources identified to implement the change 

List Caveats and possible delay points here

List all stakeholders to be involved here

List any Resource issues here

List any positive and negative impacts on the affected group(s) here

<WHAT- This is What we are desirous of doing>
Enter  the description of the proposed change here.

List the scope and details of the change here, such as Upgrade all desktop PC’s to Office 2007
List potential hurdles
Include detail listing of hurdle solutions

<WHY- This is Why we are asking for the change we are desirous of making>
Enter the Cost Benefit arguments here, or attach CBA (Cost Benefits Analysis), also illustrate other savings or productivity increases here

Explain how this solution was selected and a brief overview of rejected solutions with reason for rejection
<WHEN- This is When we plan on implementing the change we are desirous of making>

Enter when the changes take effect, and when they will be considered complete

List Caveats and possible delay points here

List any Resource issues here

List any positive and negative impacts on the affected group(s) here

<WHERE- This is where the changes will take place>

Enter where the changes occur, and where the resources identified to implement the change come from

List Caveats and possible delay points here

List any Resource issues here

List any positive and negative impacts on the locations where the changes will occur

Findings Stage
<Represent the findings of the change control board here>
Enter who on the change control board chose to deny or grant the petition

List objections to the plan and substantiation

List any other issues mentioned by the board here and whom they represent

If denied, enter determination as to whether this change can be brought before the board at a later date when the above objections have been met; If so, enter a tickler in your calendar program to revisit; If accepted, move to acceptance stage

Acceptance stage
Identification of the affected documents/resources/targets
· What authorization will be needed?

NOTE: Most Change control entities will require this section to be mostly complete before they will review or approve of any proposed changes
List all required company authorizations

List all regulatory authorizations
· Get the signature of the approving individual(s) as needed
· Get the approval dates, and the final approval date for the entire project
· Enter when the change is expected to become effective

Enter when the change becomes effective here.
List Caveats and possible delay points here
Enter “tickler” reminder in Outlook or other calendar

Address any delays to the expected finish and document those along the way

Implementation Stage
HOW: A description of the method(s) used to implement the change

Here is where you will enter your detailed plan for the implementation of the change(s). NOTE: Most Change control entities will require this section to be mostly complete before they will review or approve of any proposed changes
List methods or attach project docs here

Follow Through

Training and support: Give the users the tools and know-how to be successful
Here is where you will enter your detailed plan for the training or support foreseen as a part of the change(s). NOTE: Most Change control entities will require this section to be mostly complete before they will review or approve of any proposed changes
List methods or attach training or informational  docs here

List any links to online training or offline resources and the specific methods for the users of the changed system to access them

Follow Up
Project re-evaluation: 

· What variances from the expected outcomes were encountered?
· What did we do right?
· What could be done better for future projects?
· Were our initial assumptions correct?
Project Summary of events and finalize documentation- 

Here is where you will enter your final summary of the changes as well as listing the location(s) of documents or property associated with the change(s)

NOTE: Most Change control entities will require this section to be mostly complete before they will review or approve of any proposed changes
List referential material and locations  here

List property locations (manuals, tutorials, warranty paperwork, etc.) here

List tickler dates and scheduled objectives(i.e. Visit users and gather feedback in 6 months to measure gains, etc.) here and enter into the calendar software used (i.e. Outlook calendar, ACT, etc.)
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