CISD Change Control Process
Quick Guide
The change control process (also known as the System Change Request process) is detailed in the current version of the CISD Change Control Process SOP.  Contact the CISD CM Team to request a copy.

SCR Priorities:

· Priority 1 – Emergency; immediate corrective action is required.
· Priority 2 – Time sensitive.
· Priority 3 – Routine.


SCR Classifications:

· Level 1 SCRs are processed by the CCB and include:

· A request for recurring or unique Civilian Personnel (CP) information or services.

· A request for recurring or unique interfaces with organizations external to CP.

· A new system or software application.

· New, significant functional enhancement to an existing system or application.

· A conversion of a field-unique application to an enterprise application.

· A change to the CP Human Resource business process.

· Any request that may warrant CCB-level visibility as determined by the CCC.

· Level 2 SCRs require CCC approval before being implemented.  They include:

· A change to COTS software versions at data centers/Hoffman Headquarters.

· New COTS software or utilities.

· New or additional hardware.

· Hardware or capacity upgrades.

· Changes to system/equipment location when it is being moved from one data center to another.

· Level 3 SCRs are monitored by CCC but do not require CCC approval.  They include:

· Routine product updates/patches.

· Security-related patches.

· Emergency changes required to fix a critical problem.

· Changes to equipment location within the same site.

· Routine in-house application updates/patches.



*SCR Submission and Processing Schedule:

· CCC meetings are typically held the 2nd and 4th Thursday of each month. (The schedule may be altered to accommodate schedule conflicts and holidays.)
· New and revised SCRs are due to CM by COB the Monday before a scheduled meeting.

· Submit SCRs to:  scr.scr@conus.army.mil.
· Agenda and SCRs are distributed by CM the Tuesday before a scheduled meeting.

SCR Originator Responsibilities (for Submitting New SCRs):
· Gather information and develop a package consisting of the completed SCR form and supporting information. (Use the approved, current version of the SCR form.)
· Submit the finalized, completed SCR package to CM team.
· Work with the CM team to answer any questions and to provide additional information, if requested by CM or the CCC.
· Present SCR to the CCC during the initial CCC meeting.


*CCC Decisions

· Approved to Proceed (The SCR is approved but additional research and analysis is required before final approval to implement is given.)
· Approved to Implement (Items may be procured and the SCR may be implemented as written.)
· Disapproved (The SCR is closed. A CCB-approved SCR cannot be disapproved.)
· Deferred (A decision is postponed until a later date.)
· Elevate (The SCR is elevated to a higher Classification.)
· Closed (The SCR is closed.)


*Project Lead Responsibilities:
The CCC assigns a Project Lead for each approved SCR.

For SCRs Approved to Proceed

· Research options/alternatives for implementing a change and recommend the best approach/option.
· Coordinate with all organizations/business areas specified by the CCC.
· Provide input to monthly CCC status reports.
· Revise the SCR to indicate current/updated information, additional details, a recommendation, etc., and submit it to CM requesting approval to implement the SCR.  (An SCR may not be implemented or items procured until the CCC approves the SCR for implementation.)
For SCRs Approved for Implementation

· Develop a plan for SCR implementation.
· Coordinate with all organizations/business areas specified by the CCC.
· Implement the approved change and document implementation results.
· Revise the SCR and submit it to CM, when necessary.
· Provide input to monthly CCC status reports.

Specific SCR-related activities are determined by the Project Lead and Project Lead Manager with input from the CCC, if applicable. 

*SCR Revision:
· Is the responsibility of the Project Lead.
· Is required to obtain a vote to implement.
· Is required when the scope, solution, or cost of an SCR changes from what was originally approved.
· If the costs of an approved SCR increase (from the originally approved amount) by more than 15% or $10,000, whichever is less, CCC approval must be obtained before procurement is initiated and before SCR-related activities can continue.
· An SCR must be revised if the scope of the SCR changes in any way no matter if the SCR has been approved to proceed or approved to implement.

· Also revise an SCR when additional information becomes available.
· Revise the most current version of the SCR.

· Do not change the originator information on an SCR.
· Provide the latest information that is available at the time of submission; be as detailed as possible.
· An SCR may be revised as many times as needed.



*SCR Status Submission:
· Status is collected once a month for all open, active SCRs, except SCRs that are “on hold.”

· An e-mail requesting status begins the process.
· The Project Lead is responsible for providing status.
· Coordinates with other business areas to obtain input.
· Accesses current ITA status in the CM Public folder.
· Submits a consolidated report to CM.
· SCR Update Status Report is distributed before the first CCC meeting of the month.
· CCC discusses SCR status (as applicable) during the CCC meeting.


*On Hold SCRs:
· Criteria for placing an open SCR On Hold:

· Lack of resources (except funding).
· Low program or division priority.
· Lengthy delays preventing progress on SCR.
· The Project Lead or Project Lead Manager notifies CM that an On Hold status is being requested for an SCR.
· The CCC must agree to status change.
· When On Hold, SCR-related work cannot be performed and monthly status is not requested.
· The Project Lead or Project Lead Manager notifies CM to request that the On Hold status be rescinded.
· The CCC must agree to rescind the On Hold status.  Then, the SCR status returns to open and active.


SCR Cancellation:

· An originator may withdraw an SCR before it is reviewed and processed by the CCC.

· The CCC may cancel an SCR prior to conducting an initial vote regarding the request.
· An SCR may be cancelled based on decisions rendered by senior management.
*SCR Closure:

· The Project Lead informs CM when an SCR has been completed or when an SCR cannot/should not be implemented.
· CM verifies that the completed SCR was implemented as per the most current version of the SCR. (Completed SCRs must be verified before they can be closed.)
· Only the CCC can officially close an SCR.


Emergency Level 2 SCRs:
· The SCR must meet one or more criteria:

· The change corrects a material, operational, and/or security weakness.
· Other cognizant authority mandates the change.
· The change is necessary to protect Army security, financial, and/or privacy obligations and concerns.

· CISD management has determined that the SCR must be processed prior to the next scheduled CCC meeting.
· The change is necessary to meet an urgent customer requirement.
· Is a Priority 1 SCR.
· Processing is expedited; regular schedules do not apply.
· CCC Chairperson may convene an emergency meeting or may render a decision.
· Approved emergency SCRs are provided to all for information purposes.

A revised SCR may also be processed as an emergency if the situation warrants.



Miscellaneous:
· The current version of the SCR form and completion instructions can be found on the AG-1 CP CCB website:

http://cpol.army.mil/library/general/ccb_info/ 

· Contact the CISD CM Team at scr.scr@conus.army.mil 
*Applies only to Level 2 SCRs and CCB-approved Level 1 SCRs. 

























































