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1. Introduction 
This document applies to Process Management, VA Office of Information and Technology (OIT).  The Process Management Change Control Process Plan is focused on changes that occur to enterprise information technology products in all phases of the lifecycle; specifically changes to baselines which exceed established thresholds.  This document describes the change control process used to manage, review, report, monitor, approve/disapprove, and when necessary escalate changes that impact scope, cost, schedule, and technical performance. 

Change is inevitable and necessary.  The success of any project is not based on preventing change, but managing it so that the appropriate change is made at the appropriate time.  The cost, time and effort needed to implement projects are considerable, thus managing these changes and adaptations are essential.  Ultimately, how change is managed affects project goals on all levels and therefore its importance is significant.

2. Purpose

By planning and implementing a disciplined, systematic change control process, change can be effectively managed, its impact can be fully understood, and informed decisions can be made without endangering the project objectives, timelines or customer expectations.

This change control process:

· Provides a consistent approach for identification and management of changes through the use of common practices and common language

· Establishes multiple levels of Change Control within the organization

· Establishes minimum expected criteria for each level of Change Control Board (CCB)

· Establishes escalation criteria for changes

· Ensures that changes affecting the established thresholds are evaluated for impact on all dependent project(s)
· Manages the scope of the project(s) by evaluating request for changes for impact at the appropriate CCB level

· Provides for traceability of a Change Request (CR) through evaluation, approval/ disapproval and implementation

· Ensures each request for change is assessed by appropriate key project stakeholders at the appropriate CCB level

· Ensures the impact of all changes is understood, documented, and managed to closure
· Enables the orderly implementation of each accepted change

3. Scope

The scope of this document is focused on management of change at the Project, Portfolio and Program Executive Office (PEO) levels within Process Management.  The intent is to focus on changes that occur to the baseline during all life cycle phases of a product which exceed established thresholds.  
4. Structure
4.1 Project/Program CCB

Each project will establish a Project CCB (PCCB) as the body that manages the project’s change control process to review, report, monitor, and approve/disapprove changes to the project’s product development.  When necessary the PCCB will escalate changes that impact scope, cost, schedule, and technical performance.  Escalation of Change Requests (CRs) to the Portfolio level CCB provides the method to monitor, control and report on changes impacting scope, schedule, and cost for the programs and projects under the auspices of the Portfolio.
4.2 PEO and Portfolio CCBs

Each PEO will establish, oversee and manage a PEO level CCB; each Portfolio Management Office within a PEO will establish, oversee and manage a Portfolio level CCB as described in Table 1.  Program Managers will submit CRs to the Portfolio Change Manager, and justify the recommended change to the appropriate Portfolio level CCB.  When a change exceeds the authority of the Portfolio CCB to act, or when issues cannot be resolved, the CR will be forwarded with all supporting documentation to the appropriate PEO.  The PEOs and Portfolio Managers will ensure for cross-cutting CRs that all appropriate parties (stakeholders) are represented at the PEO and Portfolio level CCBs.  The PEOs will ensure that the Change Control governance processes are fully implemented and documented in accordance with ProPath. 
The Change Control process provides the mechanism for managers to escalate change requests that exceed established thresholds whether through a single CR or cumulative impact to scope, schedule and budget over time. The PEOs will ensure that CRs are documented, analyzed, approved/disapproved and managed through closure at the appropriate level. 

When appropriate, PEOs may escalate changes through the Program Management Council to the Management Steering Group (MSG).  The MSG will determine whether to escalate CRs that exceed established thresholds; are deemed to have significant impact on cost, schedule, and technical performance; and/or have a cross-portfolio impact which requires a higher level OIT Change Control Board or governing body to make a determination such as the Executive Change Control Board.  
5. Change Control Activities

Change can affect areas beyond its area of origin; therefore, it is essential that all requests for change be managed in a consistent manner.  Having a standardized process to manage CRs ensures that the impact of the change is documented, analyzed from a technical, cost, schedule, stakeholder and risk perspective and managed to closure. 

The Change Control process includes the following activities:

· Reviewing and evaluating requested changes

· Validating the estimation of the required work effort and evaluating the impact of the change to the schedule, costs, resources, existing processes, business capability deliveries, and the organization

· Managing change requests through determination at the appropriate board level

· Approving/disapproving or deferring CRs
· Monitoring and reporting on the status of CRs
The result of this process is a documented decision for each requested change:

· Approved

· Approved with conditions (clearly documented on the change request (CR) and the meeting minutes)

· Denied with specific reasons clearly documented

· Deferred until a specified trigger occurs
· Escalated to next highest level for approval 

6. Threshold Criteria

Table 1: CCB Threshold Criteria
	Escalation Path
	Change Control Board Escalation Threshold Criteria

	Definition
	The scope category is the planned scope of work established by the project’s function point estimate (if available), the project charter, and refined through the project’s Requirements Specification Document (RSD)
All changes are tracked cumulatively against annual dollars, schedule and scope.

	
	PMB/Baseline Cost
	Scope
	Schedule
	Budget or Funded Cost

	Project/ Program CCB
	IF reserve is available, the Project/Program CCB may approve the change request if:

Cost impact is less than $50,000 or 2.5% of the total annual project PMB, whichever is less

HOWEVER, IF:

· Reserve is not available

· Values exceed the above thresholds,

· Changes impact OMB PMB and/or OMB milestones, budget and/or funding 

· Realignment crosses programs

THEN:

The Project change request must be escalated to the Portfolio CCB
	IF reserve is available, the Project/Program CCB may approve the change request if:

Change does not impact the current project cost or schedule, dependent projects or stakeholder expectations.

HOWEVER, IF:

· Reserve is not available 

· Affects dependent projects 

· Exceeds thresholds for cost or schedule changes

· Exceeds thresholds for OMB PMB and/or OMB Milestones

THEN:

The Project change request must be escalated to the Portfolio CCB
	The Project/Program CCB may approve the change request  if:

Schedule or deliverable commitment stated in the current fiscal year approved project schedule will still be met.  

· Project schedule shall be maintained in TeamPlay

· The current version of the FY quad chart shall be updated

· The appropriate TSPR information shall be updated  


	IF budget/funding is available, the Project/ Program CCB may approve the change request if:

Cost impact is less than $50,000 or 2.5% of the total annual project funding, whichever is less.

HOWEVER, IF :

1. Funding is not available

2. Values exceed the above thresholds

3. Change impact OMB PMB and/or OMB milestones, 

4. Budget and/or funding crosses programs

THEN:

The Project change request must be escalated to the Portfolio CCB




	Escalation Path
	Change Control Board Escalation Threshold Criteria

	Definition
	The scope category is the planned scope of work established by the project’s function point estimate (if available), the project charter, and refined through the project’s Requirements Specification Document (RSD). 
All changes are tracked cumulatively against annual dollars, schedule and scope.

	
	PMB/Baseline Cost
	Scope
	Schedule
	Budget or Funded Cost

	Portfolio CCB
	IF reserve is available, the Portfolio CCB may approve the change request if:

Cost impact is less than $250,000 or 2.5% of the total annual project PMB, whichever is less.
HOWEVER, IF:

· Reserve is not available

· Values exceed the above thresholds,

· Changes impact OMB PMB and/or OMB milestones, budget and/or funding 

· Realignment crosses programs

THEN:

The change request must be escalated to the PEO CCB
	IF reserve is available, the Portfolio CCB may approve the change request if:

Change does not impact the current project cost or schedule, dependent projects or stakeholder expectations.

HOWEVER, IF:

· Reserve is not available 

· Affects dependent projects 

· Exceeds thresholds for cost or schedule changes

· Exceeds thresholds for OMB PMB and/or OMB Milestones

THEN:

The change request must be escalated to the PEO CCB
	May approve the change request if:

Schedule or deliverable commitment stated in the current fiscal year approved project schedule will still be met.  

· Project schedule shall be maintained in TeamPlay

· The current version of the FY quad chart shall be updated

· The appropriate TSPR information shall be updated  


	IF budget/funding is available, the Portfolio CCB may approve the change request if:

Cost impact is less than $250,000 or 2.5% of the total annual project funding, whichever is less.

HOWEVER, IF :

5. Funding is not available

6. Values exceed the above thresholds

7. Change impacts OMB PMB and/or OMB milestones, 

8. Budget and/or funding crosses programs

THEN:

The change request must be escalated to the PEO CCB

	PEO CCB
	IF reserve is available, the PEO  CCB may approve the change request if:

PMB impact is less than $500,000 or 2.5% of the total annual PMB, whichever is less.

HOWEVER, IF:

Reserve is not available:

A change must be elevated to the Management Steering Group (MSG) for determination.  The MSG will determine whether to escalate to the Executive Change Control Board. 

A change in total OMB PMB and/or OMB scope must be elevated through the VA IT Governance Boards and receive approval through the OMB Baseline Change Request Process


	IF reserve is available, the PEO CCB may approve the change request if:

Change does not impact the current project cost or schedule; dependent projects or stakeholder expectations.

HOWEVER, IF:

Reserve is not available:

A change must be elevated to the Management Steering Group (MSG) for determination.  The MSG will determine whether to escalate to the Executive Change Control Board. 

A change in total OMB PMB, OMB scope and/or OMB deliverables, must be elevated through the VA IT Governance Boards and receive approval through the OMB Baseline Change Request Process


	The PEO CCB may approve a:

Two (2) week change to the current fiscal year approved project schedule. 

Project schedule shall be maintained in TeamPlay and detailed on the current FY quad chart

HOWEVER, IF:

Reserve is not available:

A change must be elevated to the Management Steering Group (MSG) for determination.  The MSG will determine whether to escalate to the Executive Change Control Board. 

A change in total OMB PMB, OMB scope and/or OMB deliverables, must be elevated through the VA IT Governance Boards and receive approval through the OMB Baseline Change Request Process


	IF budget/funding is available, the PEO CCB may approve the change request if:

Cost impact is less than $500,000 or 2.5% of the total annual funding, whichever is less.

HOWEVER, IF:

If Reserve is not available:

A change must be elevated to the Management Steering Group (MSG) for determination.  The MSG will determine whether to escalate to the Executive Change Control Board. 

A change in total OMB PMB, OMB scope and/or OMB deliverables, must be elevated through the VA IT Governance Boards and receive approval through the OMB Baseline Change Request Process




7. Change Control Boards (CCBs)

CCBs have been identified as the bodies responsible for reviewing; adjudicating and approving/disapproving CRs within established escalation thresholds. Escalation of CRs to the next appropriate CCB level provides the method to monitor, control and report on changes that impact scope, schedule, cost, technical implementation and/or quality for the programs and projects. 

7.1 Charter

A CCB Charter is the guiding document that defines the purpose and responsibilities of each CCB, what documentation standards they will utilize, member’s roles and responsibilities, and processes followed by the board.  Each CCB is expected to develop and maintain a charter and process document. 

7.2 Member’s Roles and Responsibilities

CCB members are appointed with clearly defined roles and responsibilities.  The CCB Chair issues an appointment letter to each member.  The appropriate authorizing body maintains these appointment letters.  Membership should comprise individuals with appropriate level program, budget and technical subject matter expertise, such as system architects and engineers; budget analysts; developers; testers; operations, enterprise infrastructure and security staff; schedulers; and program management staff. For consistency and continuity, the CCB Chair will appoint a core group of members.  Depending upon the nature of the CRs, other experts may be invited to attend on an as needed basis. The length of tenure of CCB members can vary, but generally is for the duration of the project.
The three levels of CCBs established by this CCB Process Plan are:

· Project/Program level CCB (PCCB)

· Portfolio level CCB (PT CCB)

· Program Executive Office (PEO) CCB

7.3 Project/Program Level CCB (PCCB)

The PCCB will include, but not be limited to, the following members with the stated responsibilities. Members of the CCB will assist in the development of the board’s determination on the approval of each change request and agenda item. Alternate members will participate when the primary representative is not present at the meeting. The primary representative proposes designated alternates.
Table 2: Project/Program (PCCB) Roles and Responsibilities

	Role
	Responsibilities

	Program Manager
	· If PCCB is at the program level, serves as chair with authority to commit resources and make decisions within escalation criteria

· If PCCB is at the project level, Program Manager (PM) will designate an alternate if unable to attend

· Submits CRs as appropriate

· Reviews, evaluates, and coordinates agenda items

	Project Manager
	· If PCCB is at the program level, serves as PCCB member responsible for input from assigned project(s)

· If PCCB is at the project level and Senior PM is not attending, the PM serves as chair with authority to commit resources and make decisions within escalation criteria

· Submits CRs as appropriate

· Reviews, evaluates, and coordinates agenda items

	Configuration Manager
	· Provides subject matter expertise

· Ensures Configuration or Change Management concerns are addressed by the board for each change

· Supports boards by managing PCCB activities to include, but not be limited to: administration, implementation, training, and reporting
· Submits CRs as appropriate
· Reviews, evaluates, and coordinates agenda items

	Software Quality Assurance (SQA) Analyst
	· Provides subject matter expertise

· Ensures that SQA concerns are addressed by the board for each change

· Submits CRs as appropriate

· Reviews, evaluates, and coordinates agenda items

	Functional Personnel as needed (developer, analyst or other)
	· Provides subject matter expertise in functional area

· Ensures that functional area concerns are addressed by the board for each change

· Submits CRs as appropriate

· Reviews, evaluates, and coordinates agenda items

	Business Representative
	· Provides subject matter expertise

· Evaluates proposed Change Requests and makes determinations

· Evaluates and coordinates portfolio change requests for possible additional solutions or alternatives 

· Communicates approved changes within the appropriate organization and to key stakeholders

· Shall have the authority to veto board determination if not in agreement with decision and have the disputed action sent to higher board for resolution

	Planner
	· Provides subject matter expertise

· Ensures scope, schedule and budget impacts are fully understood by the board

· Submits CRs as appropriate

· Reviews, evaluates, and coordinates agenda items


7.4 Portfolio Level CCB (PT CCB)

The PT CCB will include, but not be limited to, the following members with the stated responsibilities.  Members of the CCB will assist in the development of the board’s determination on the approval of each CR.  Alternate members will participate when the primary representative is not present at the meeting.  The primary representative proposes designated alternates.

Table 3: Portfolio (PT) CCB Roles and Responsibilities

	Role
	Responsibilities

	Portfolio Manager (Chair)
	· Serves as chair with authority to commit resources and make decisions within escalation criteria
· Invites all appropriate decision makers to participate at the PT CCB; thus ensuring a comprehensive review and evaluation of the change
· Evaluates project baseline for impact of change
· Schedules bi-weekly PT CCB’s; calls emergency PT CCB’s when immediate responses are needed
· Escalates CRs to PEO CCB if impact of change exceeds approval thresholds for cost, schedule and/or performance
· Shall have the authority to veto board determination if not in agreement with decision and have the disputed action sent to higher board for resolution

	Program Manager
	· Evaluates all changes for impact to cost, schedule and performance
· Ensures that CRs are complete, comprehensive, and appropriate 

· Consolidates and submits all CRs to PT CCB Change Manager
· Notifies the PT CCB of emergent CRs
· Presents CR to the PT CCB and provides a recommendation

	Software Engineering,  Software Development, Operations, and other PEO Representatives and others as appropriate
	· Provides subject matter expertise

· Evaluates proposed CRs and participates in making a determination

· Evaluates and coordinates portfolio CRs for possible additional solutions or alternatives 

· Communicates approved changes within the appropriate organization and to key stakeholders

	Portfolio Change Control Manager
	· Provides subject matter expertise

· Ensures Configuration or Change Management concerns are addressed by the board for each change

· Manages PT CCB activities to include, but not be limited to: administration, implementation, training, and reporting

	SQA Analyst
	· Provides subject matter expertise 

· Ensures that SQA concerns are addressed by the board for each change

	Senior Functional Personnel (developer, analyst or other) as needed
	· Provides subject matter expertise in functional area

· Ensures that functional area concerns are addressed by the board for each change

	Planner
	· Provides subject matter expertise

· Ensures scope, schedule, and budget impacts are fully understood by the board

	Scribe/CCB Administrator
	· Non-voting support

· Supports CCB activities 

· Prepares agenda and minutes

· Tracks action items and change request status

· Assists requestors in preparing CRs and presentation materials


7.5 PEO CCB

The PEO CCB will be composed of the following members with the stated role: 

Table 4: Program Executive Office (PEO) CCB Roles and Responsibilities

	Role
	Responsibilities

	PEO  (Chair)
	· Serves as tie-breaking voting member

· Designates board members

· Adjudicates proposed change requests

· Ensures orderly conduct of the meeting

· Signs CR upon determination

· Approves proposed alternates 

· Escalates CR’s to Program Management Council and/or Management Steering Committee if scope, cost, schedule and performance exceed established thresholds, for which there is no resolution, cross multiple OIT organizational boundaries, or other compelling reasons

	PEO Change Control Manager
	· Attendee, non-voting member

· Ensures validated CRs are forwarded to CCB per threshold and escalation criteria

· Maintains cumulative cost and schedule impact statistics for each OMB300 submission using information provided by Portfolio Managers

· Attends CCB meeting, as appropriate, to provide subject matter expertise

· Manages CCB activities to include, but not be limited to: administration, implementation, training, and reporting

	Software Engineering and Process Management Testing Service Representatives 
	· Voting members

· Appoints alternate with full authority to make determinations

· Evaluates proposed CRs and makes determinations
· Attends CCB meeting, as appropriate to present change requests

	Senior Software Development  Representative
	· Voting member

· Appoints alternate with full authority to make determinations

· Evaluates proposed CRs and makes determinations

· Attends CCB meeting, as appropriate to present change requests

· Provides governance

	Program Plans and Controls Representative
	· Voting member

· Appoints alternate with full authority to make determinations

· Evaluates proposed CRs and makes determinations

· Ensures determinations are accurately reflected in the Organizational Breakdown Structure (OBS) and the earned value management tool, as appropriate

· Ensure proposed budget changes are appropriately implemented

	Business Representative
	· Voting member

· Appoints alternate with full authority to make determinations

· Evaluates proposed CRs and makes determinations

	Portfolio Manager
	· Attendee, non-voting member

· Presents CRs with justification and impacts on baseline cost, schedule and performance parameters to the CCB

· Follows Program Plans and Control (PPC) processes to ensure that board determinations are accurately and appropriately reflected in the OBS and Earned Value Management (EVM) tool (e.g., Estimate At Completion (EAC)/Budget at Completion (BAC)

	Program Manager
	· Attendee, as appropriate to justify CRs, non-voting member 

	Program Technical, Business or Clinical Leads
	· Attendee, non-voting member

· Attends CCB meeting, as appropriate to present change requests

	Scribe/CCB Administrator
	· Non-voting support

· Supports CCB activities 

· Prepares agenda and minutes

· Tracks action items and change request status

· Assists requestors in preparing CRs and presentation materials


Members of the PEO CCB will reach a consensus (vote) on the approval of each CR and agenda items.

7.6 Schedule

The CCBs (at each level) will meet at a suggested minimum twice monthly and more frequently as needs dictate.  The length of the meeting will be determined by the agenda and appropriate discussion.  Items for review will be prepared and distributed to the board at least 24 hours in advance of the meeting.  It is suggested that each CCB identify an individual responsible for compiling and disseminating the agenda based on input received from CCB members (e.g., Change Control Manager).  Each CCB will define the recurring meeting schedule in their charter document. 

7.7 Change Request (CR) Submissions

CR information will be provided to the CCB administrator for the applicable board by the requestor in a timely manner to ensure ample time for the CCB administrator to compile and disseminate the agenda prior to the scheduled CCB.  An example of a CR Form is attached at Appendix B.

7.8 Agenda

The CCB administrator will prepare an agenda for the CCB meeting based on the information received prior to the scheduled CCB meeting.  This agenda will be provided with the read ahead materials provided to the CCB members.  Each CCB will define the expectation for agenda item submission in their charter document.
7.9 Minutes

Minutes will be compiled by the CCB administrator for each CCB.  Each CCB will define the expectation for minutes compilation and dissemination in their charter.  The draft minutes will be provided to the CCB participants with a request for review and comment. Updated minutes, if required, will be provided to the CCB members and attendees with the Agenda for the next scheduled meeting.  Minutes will be reviewed and approved as is, or with directed changes.  It is suggested that each CCB agree to a standardized template to be used within their CCB.

7.10 Artifacts

Each CCB is expected to maintain an archive of agendas and minutes for access at a later time.  Each CCB will define the specific location for artifacts within their process document.  The location of templates and other board artifacts for Portfolio and PEO CCBs will be defined in the appropriate process documentation.  The locations of templates and other board’s artifacts will be defined in the appropriate ProPath process documentation.

7.11 CR Escalation Process Flow

Figure 1: Change Control Escalation
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7.12 Measures

Metrics collected over time are a good indicator of performance.  Two types of metrics are suggested – effectiveness and performance.  “Effectiveness” metrics measure organizational efficiency.  In this context, effectiveness metrics provide objective information on the effectiveness of the CCB.  Performance metrics measure the organization's progress toward its desired outcome.  In this context, performance metrics provide subjective information on the performance of the CCB process itself, and is used to gauge process improvement.
Measures become apparent over time when metrics are compared to a baseline.  The following metrics will assist in evaluating these effectiveness and performance trends. These are suggested change control board process metrics and are not meant to replace metrics collected under existing Configuration Management processes.

7.13 Board Effectiveness

The following metrics are suggested to be kept by each board.  Additional effectiveness metrics may be kept by each board to meet its needs.  Evaluation of these metrics over time will provide trending information that will assist in the measurement of the effectiveness of the CCB.

· 100% meetings scheduled and held bi-weekly 
· 100% compliance with established decision making thresholds by CCBs 

· 100% completeness/appropriateness of CRs (number of returned CRs and reasons why--e.g., insufficient information for board to make decision, not needed, wrong board)
7.14 Monthly Reporting

Each CCB is expected to maintain documentation sufficient to provide a monthly executive summary to the next higher authority board.  The specific due dates should be defined by the chairs of the CCBs.  Determinations made at the portfolio level CCB will be submitted to the respective PEOs via the Portfolio Monthly Executive Summary Report; the PEO’s will provide a PEO Monthly Executive Summary Report to the Executive Directors for Program Management, Software Development and Software Engineering. 

8. Process Performance

Measurement of the performance of the overall process is less objective than the effectiveness of the board’s activities.  However, these types of measures are valuable in improving the process over time.  These measures are usually collected through the use of surveys, stakeholder feedback, and documented lessons learned. 

Measurement of the performance of the overall process involves defining clear goals which are relevant, reliable, and timely.  The process should be able to track the progress to reach that objective.  For example, process performance qualities can include: 

· Formal: A clearly defined process that everyone understands and accepts

· Frequent: Consistent process information dissemination

· Relevant: Information relevant to the process

· Reliable: Belief and adherence to the process

· Timely: Process does not hinder but enhances performance

· Tied to Outcomes: Process owners are accountable and are given the right tools to achieve the goals

· Feedback: People can collaborate on  processes to identify improvement opportunities

The following process performance measures are offered as examples that may be kept by each board. 

· Compliance measures: Are processes being executed properly?

· Ease of use - How adoptable and adaptable are the processes? Examples include: Usage or deviation metrics (i.e. discipline that precludes process "short circuiting" of critical steps), standardization metrics (standardized use across the organization)  

· Tool Availability - Example: Instances of  tool usage to support CCB processes

· Process Training - Training required for implementation and maintenance of processes. Examples include: Planned number of processes against actual number of processes that met training requirements; number of stakeholders trained on CCB processes; frequency of training 

· Process Ownership and Sponsorship - Evidence that processes receive "buy-in" from senior management. Examples include: number of management reviews focused on CCB processes and  process improvement initiatives; Management Steering Group (MSG) sponsorship actions

· Consistency measures: Are processes being executed consistently over time?

· Predictability in CCB process variation. Are CCB processes auditable and stable? Examples include: number of process documents reviewed; number of audits conducted; number of deviations found, number of corrective actions initiated

· Process Expectations – Meeting customer needs. Examples include: CCB effectiveness measures; CCB process response time

· Process Integration – Evidence that CCB processes are integrated into other established processes. Examples include: number of integrated processes; number of documented integration actions or issues

9. Appendix A – Acronyms

	Acronym
	Definition

	BAC
	Budget at Completion

	CCB
	Change Control Board

	CR
	Change request

	EAC
	Estimate at Completion

	EVM
	Earned Value Management

	IT
	Information Technology

	MSG
	Management Steering Group

	OBS
	Organizational Breakdown Structure

	OIT
	Office of Information and Technology

	OMB
	Office of Management and Budget

	PEO CCB
	Program Executive Office Change Control Board

	PT CCB
	Portfolio Change Control Board 

	PPC
	Program Plans and Control

	RSD
	Requirements Specification Document

	SQA
	Software Quality Assurance

	VA
	Department of Veterans Affairs


10. Appendix B – Sample Change Request Form
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	Change Request Form 

Office of Enterprise Development



	Request Type:
	 

	Project Name:
	  

	Portfolio Name:
	 

	OMB 300 Name:
	 

	OBS Number:
	

	Project Management
	

	CHANGE CONTROL BOARD NAME: (Check applicable Box)
	□  <Name> Portfolio CCB     

□  <Name> PEO CCB    

□  Management Steering Group  

□  VA Executive Change Control Board

	Date:
	

	CCB Tracking Numbers


	<Insert Portfolio CCB Tracking Number>  

<Insert Program Executive Office CCB Tracking Number> 

<Insert Tracking numbers for any changes that go beyond the PEO CCB> 




	Section I – Request Information

	Date Decision Needed By:  

	Request Description: 



	Summary Statement on Impact to Cost, Schedule and/or technical performance baselines:  

	Section IIA–  Decision Outcome

	 FORMCHECKBOX 
  Approved

         FORMCHECKBOX 
  Disapproved                FORMCHECKBOX 
  Escalated to __________

	Authorization By:  <Insert Name of CCB Chair> 
Signature:   <Insert Electronic Signature>                                         Date:

	Follow on actions:  MACROBUTTON  CheckBoxFormField 
<Portfolio or PEO CCB Change Control Manager will list any identified follow on actions identified by the CCB> 

	Section IIB–  Decision Outcome

	 FORMCHECKBOX 
  Approved

         FORMCHECKBOX 
  Disapproved                FORMCHECKBOX 
  Escalated to __________

	Authorization By:   <Insert Name of CCB Chair>
Signature:  <Insert Electronic Signature >                                                                 Date:

	Section IIC–  Decision Outcome

	 FORMCHECKBOX 
  Approved

         FORMCHECKBOX 
  Disapproved                FORMCHECKBOX 
  Escalated to __________

	Authorization By:   <Insert Name of CCB Chair>
Signature:  <Insert Electronic Signature>                                                                     Date:

	Section III–  variance

	Variance to Cost baseline: <Insert a table showing current, plus 1 year costs; current, revised and delta’s (vertical axis) for services, travel, non-IT supplies/services, Pay Total, Contracts, All other, Equipment, Non-Pay Total, and Total requests (horizontal axis)> 

<Describe variances beyond approved thresholds>

	Variance to Schedule baseline: 
<Describe schedule variances beyond approved thresholds>



	Variance to technical performance parameter baseline:
<Describe technical performance parameters variances beyond approved thresholds>   



	When did you initially discover this variance
If there is more than 1 month from discovery until now – why the delay?  

	Section IV – Impacts

	Impact of Implementing Change:  

Impact to the Project: 

Impact to Other Projects: 

Impact to Users:  



	Impact if Change NOT Implemented:

Impact to the Project:

Impact to Other Projects:

Impact to Users:: 



	Section V –  Cross Dependencies

	Name of project/organization
	Relationship
	Impact
	Date Notified of Change

	
	
	
	Date: Concurrence:



	Summary of discussion with above contacted project/organization: 

	
	
	
	Date:

Concurrence:



	Summary of discussion with above contacted project/organization:


	Section VII –  Feedback

	Organization
	Contact Name
	Concerns  / Issues
	Date Notified

	
	
	
	

	
	
	
	

	Section VII– References

	1.  <List any associated references>



	2.  

	3.  


	Section A1 –  Project Change History

	 
	Cumulative Cost Change
	Cumulative Schedule Change

	Record ID
	Request
	Date
	Outcome
	FY Amount
	Base
	%
	FY Amount
	Base
	%

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	


	Section A2 –  Omb300 Change History

	 
	Cumulative Cost Change
	Cumulative Schedule Change

	Record ID
	Request
	Date
	Outcome
	FY Amount
	Base
	%
	FY Amount
	Base
	%

	
	<Provide OMB 300 change history, as appropriate>


	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	


Note:  Contact PPC for input on this section
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