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Production Release Memorandum
The purpose of this memorandum is to provide notice of changes to ALPH, BETA and / or PROD. 

This form explains and captures information relating to Production Releases. The actual form is presented below. 
Part 1 – Production Release Basics
	Data Type
	Data
	Notes

	Release Date
	
	

	Release Manager
	
	

	Helpdesk Ticket #
	
	


Part 2 – Production Release Documentation
	Change Request Number
	System
	Release Documentation

	
	
	

	
	
	


Part 3 – Change Request Data
	Change Request Number
	System
	Release Documentation

	
	
	

	
	
	

	
	
	

	
	
	


Production Release Memorandum Sample
Part 1 - Example of Data Required / Level of Detail
The purpose of this memorandum is to provide notice of changes to ALPHA, BETA and / or PROD. 


	Data Type
	Data
	Notes

	Release Date
	5 / 10 / 20XX
	N/A

	Release Manager
	Mr. or Ms. Somebody
	N/A

	Helpdesk Ticket #
	HD 676XX
	N/A


Part 2 – Example Production Release Documentation
	Change Request Number
	System
	Release Documentation

	CCR1018 and 1443
	GAR
	These share a release doc – GAR_SemiAnnualReport_SRR.doc

	CCR1019 and 1444
	GAR
	These share a release doc - GAR_EstimPopXLSReport_SRR.doc


Part 3 – Example Change Request Data
	Change Request Number
	System
	Release Notes

	CCR1019\CCR1444
(GAR Report - Modify GAR Reports)
	GAR
	Added Plumb and changed calculation in the following reports: Semi-Annual, Nat'l Totals by MSN, Fiscal Year Annual Report Nat’l Totals by MSN

	CCR1020\CCR1272\CCR1435,  (GAR Report – Create new GAR Report)
	GAR
	Revision of Display Summary Screen to add Plumb and changed calculation for Cemetery Users.
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