SYSTEM CHANGE REQUEST

Completion Instructions
All SCR Levels
For CM Use: SCR#, Date Received, Pri/Class, and Short Title blocks are for CM Team use only.  

Level 1 SCRs

Mandatory Fields: 1, 2, 3, 4, 5, 10, 11, 12, 13, 14
1.
Originator’s Name: Mandatory Field.  Indicate the originator’s full name.

2.
Originator’s Telephone Number (DSN and Commercial): Mandatory Field.  Enter the originator’s DSN and commercial phone numbers.
3.
Originator’s E-mail Address: Mandatory Field.  Enter the originator’s e-mail address.

4.
Originator’s Organization: Mandatory Field.  Enter the name of the originator’s organization.

5.
Priority: Mandatory Field.  Select the appropriate priority 1 through 3, where priority 1 indicates an emergency request, 2 a time sensitive request, and 3 a normal request.

6.
Classification:  For CISD Use Only. Level 1 indicates an SCR to be processed by the CCB.
7. 
Business Area: For CISD Use Only. Not applicable.
8.
Type of Change: Indicate the type of change identified by the SCR, i.e., hardware, software (specify application name, if applicable, in space provided), hardware and software, network, or other (specify type of change in space provided).
9.
Requested CCC Approval Level: Not applicable.
10.
Description Title (Short Title): Mandatory Field.  Provide a short, descriptive title of the SCR.
11.
Description of Concept or Issue: Mandatory Field.  Provide a detailed description of a new concept or an identified issue.  Include as much information as possible.  Attach additional documents, if available/necessary.

12.
Recommended Solution (Include functional, technical, infrastructure, security, & implementation considerations): Mandatory Field.  Provide a detailed description of the proposed concept execution or issue/problem solution.  Address functional, technical, infrastructure, security, and implementation considerations, as applicable.  Attach additional documents, if available/necessary.  

13.
Cost Considerations: Mandatory Field.  Submit a cost analysis that contains:
a) A clear definition of what is being costed.

b) The specification of all assumptions, ground rules, and constraints, assumed or imposed, underlying the analysis. They must each be explained with adequate rationale.

c) An estimate of all expected costs, directly or indirectly associated with the project over its life, including disposal. The cost estimate must include the identification of all data sources used.

d) Risk and uncertainty analyses identifying any circumstances which could affect a course of action.

e) Key limitations in terms of elements that were excluded.
Documentation supporting the cost analysis should describe the methodology used in developing the estimates. 
14.
Benefits/Risks: Mandatory Field.  Identify the benefits and the risks of implementing the proposed concept or issue resolution using quantitative terms, if possible.

15.
CIs Impacted by SCR: Not applicable.
Level 2 SCRs

Mandatory Fields: 1, 2, 3, 4, 5, 6, 7, 8, 9, 11, 12, 13, 14

1.
Originator’s Name: Mandatory Field.  Indicate the originator’s full name.

2.
Originator’s Telephone Number (DSN and Commercial): Mandatory Field.  Enter the originator’s DSN and commercial phone numbers.
3.
Originator’s E-mail Address: Mandatory Field.  Enter the originator’s e-mail address.

4.
Originator’s Organization: Mandatory Field.  Enter the name of the originator’s organization.

5.
Priority: Mandatory Field.  Select the appropriate priority 1 through 3, where priority 1 indicates an emergency request, 2 a time sensitive request, and 3 a normal request.

6.
Classification:  Mandatory Field.  Select the appropriate classification.  
7. 
Business Area: Mandatory Field.  Select the business area to which this SCR applies.   
8.
Type of Change: Mandatory Field.  Indicate the type of change identified by the SCR, i.e., hardware, software (specify application name, if applicable, in space provided), hardware and software, network, or other (specify type of change in space provided).

9.
Requested CCC Approval Level: Mandatory Field.  Select the approval level being requested of the CCC, i.e., approval to proceed or approval to implement.  If approval to implement is selected, implementation details must be provided in Block 12, Recommended Solution.
10.
Description Title (Short Title): Provide a short, descriptive title of the SCR.
11.
Description of Concept or Issue: Mandatory Field.  Provide a detailed description of a new concept or an identified issue.  Include as much information as possible.  Attach additional documents, if available/necessary.

12.
Recommended Solution (Include functional, technical, infrastructure, security, & implementation considerations): Mandatory Field.  Provide a detailed description of the proposed concept execution or issue resolution.  Address functional, technical, infrastructure, security, testing, and implementation considerations, as applicable.  (Note: If requesting approval to implement the SCR, implementation details, such as schedule, location, procedures to be used, etc., must be provided.)  Attach additional documents, if available/necessary.  

13.
Cost Considerations: Mandatory Field.  Identify any known costs (labor and materials) to implement the proposed concept or issue resolution.

14.
Benefits/Risks: Mandatory Field.  Identify the benefits and the risks of implementing the proposed concept or issue resolution using quantitative terms, if possible.

15.
CIs Impacted by SCR: Identify the Configuration Items (CIs) that would be affected by the implementation of the SCR.
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