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1. Purpose

<This section provides the purpose of the document.>
<Recommended text:>
The Change Control Plan outlines the change control approach for <insert name of Release> It provides standard terminology, clear roles and responsibilities, a detailed description of the approved change control process, and the standard templates used in that process. It is designed to guide the project team and stakeholders.
2. Objectives of Change Control Process
<This section provides readers with the objectives of change control.>
3. Terms, Acronyms and Abbreviations
<This section informs readers where they can access the definitions used in this document.>
4. Approval Authority for Changes
<This section outlines who has the authority to approve change requests.>
	Role
	Approval Authority for Changes

	
	

	
	

	
	


5. Change Control Board
<If the project has a Change Control Board, provide the purpose and membership of the Board here.>
	Role
	Title
	Organization

	
	
	

	
	
	

	
	
	


6. Change Control Process
<This section specifies the change control process for the project and includes how a change request is initiated, analyzed, logged, tracked, approved, and implemented. It includes a process map (diagram outlining steps) and a process narrative (text describing each step).>
6.1. Change Control Process Map

<Insert process map depicting the change control process for the project.>
6.2. Change Control Process Narrative

<The steps in the above change control process are listed and described in the table below.>
	Step Number
	Responsible
	Action

	
	
	

	
	
	

	
	
	

	
	
	


7. Roles and Responsibilities

<This section describes roles and responsibilities for change control. They must be consistent with the approval authorities outlined in section four and the process provided in section six.>
	Role
	Responsibilities

	
	

	
	

	
	

	
	


A. Change Request Form

<Insert the Change Request Form template if one is required in the change control process.>
B. Change Impact Statement

<Insert the Change Impact Statement template if one is required >
C. Change Log
<Insert the Change Log used in the change control process in this appendix.>
Attachment A: Approval Signatures

This section is used to document approval during the Formal Review. The review should be conducted face to face where signatures can be obtained ‘live’ during the review. If unable to conduct a face-to-face meeting then it should be held via LiveMeeting and concurrence captured during the meeting. The Scribe should add /es/name by each position cited. Example provided below.
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REVIEW DATE: <date>
SCRIBE: <name>
· __________________________________________________________

Signed:






Date: 

< Project/Program Manager >

· __________________________________________________________

Signed:






Date: 

< Business Subject Matter Experts Representative >  

· __________________________________________________________

Signed:






Date: 

< Software Engineering Representative >

· __________________________________________________________

Signed:






Date: 

< Software Development (including Quality and Testing) Representative > 

· __________________________________________________________

Signed:






Date: 

< Information Protection (Security and Privacy) Representative > 

· __________________________________________________________

Signed:






Date: 

< Section 508 Compliance Representative >  
· __________________________________________________________

Signed:






Date: 

< Enterprise Infrastructure Engineering (EIE) Representative >  
· __________________________________________________________

Signed:






Date: 

< Field Operations and Development (FOD) Representative >  
· __________________________________________________________

Signed:






Date: 

< Independent Verification and Validation Representative >  
· __________________________________________________________

Signed:






Date: 

< Operational Readiness Review Representative >  
· __________________________________________________________

Signed:






Date: 

< Release Management Representative >  
· __________________________________________________________

Signed:






Date: 

< Product Support Representative >  
· __________________________________________________________

Signed:






Date: 

< Implementation Manager >  
· __________________________________________________________

Signed:






Date: 

< Planner >  
· __________________________________________________________

Signed:






Date: 

< Training Manager >  
· __________________________________________________________

Signed:






Date: 

< Contracting Officer >  
· __________________________________________________________

Signed:






Date: 

< General Counsel >  

Template Revision History

	Date
	Version
	Description
	Author

	July 2009
	1.0
	Initial OED ProPath release
	OED Process Management Service

	September 2009
	1.1
	Removed “This Page Intentionally Left Blank” pages.
	OED Process Management Service

	December 2011
	1.2
	In Approval Signatures updated Operational Readiness Testing Representative to Operational Readiness Review Representative and changed Template Version from 1.1 to 1.2
	Process Management Service


[image: image2.png]



Template Version 1.2 (remove prior to publication)
Change Management Plan
2
<Month> <Year>

Template Version 1.2 (remove prior to publication)

