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1 Purpose

This procedure describes the document change control process for SW products and applications released by <this organization>. Changes made to code to implement product changes are covered under Software Configuration Management procedure.

2 Scope

This procedure applies <corporate wide> to all new products as part of <this organization> software products, projects and for customized solutions.

This document covers the procedures used to identify, document, review and approve changes. All changes to documents that are under configuration management must also follow the configuration management procedures described in the Product Documentation procedure.

Customers/users who wish to make enhancement requests to Product/application do so via the Product/Application Requirements gathering process, not through the procedure described here.

3 Roles & Responsibilities

	Role
	Responsibility

	Product/SW/Project Manager
	Overall responsibility for coordinating the review and approval of change requests. Identifies members of the change control team

	Change Control Team
	Reviews change requests

	Development / Test engineers
	Write up change requests as required

	Customer
	Write up change requests as required


4 Procedure

All projects, products and applications that have requirements and/or specifications signed off by the client and/or product manager use a formal Design Change Request (DCR) process for subsequent changes to those documents. Formal DCR process is not required for draft or other non-controlled documentation.

DCRs are typically created for the following reasons:

· Modification of existing controlled documents, to change functionality or clarify documentation. DCRs of this type are typically generated by the product development, project development and test teams as detailed designs and test plans flush out vague or inconsistent requirements.
· Feature Enhancement. DCRs of this variety will usually be generated by Product Management or Customers to request additional functionality.

A Change Control Team (CCT) meets on an as-needed basis to review proposed DCRs. All DCRs should contain the following information:

· Abstract description of change
· Priority of request
· Detailed description of the change
· Reason for change
· Estimated cost/schedule impact to implement the change

4.1 DCR Tracking

A <tool> is used to track DCRs. At a minimum, the <tool> tracks each DCR with a unique identifier and with state information as described below. The DCR tracking tool should make allowances for tracking non-electronic documents that may be associated with a change request.

Each Product or Project’s Quality Assurance Plan (QAP) must specify:

· Who is on Change Control Team and how often it meets

· Who screens DCRs and how often they are screened

· Tool(s) used to track DCRs
· Documents considered “controlled” and therefore subject to DCR procedures.

4.2 DCR States

A DCR goes through a number of states as it moves from Open to Closed. These states are described in this section and are diagrammed in Figure 1 DCR Status Transition Model.

· Open

New DCR created by a user. A user can be anyone involved with the project or product including the development team, test team, project management, product management or (for custom solutions) a customer. Newly opened DCRs are reviewed by the change control team. This team consists of people appointed by the Product manager or the Project manager. The purpose of this screening is to determine if the supplied DCR appears to have sufficient information to move forward and appears to be in the best interest of the submitting organization.
· Accepted
A DCR is moved to Accepted once the change control team decides that this change is recommended. Once Accepted DCR is moved to Submitted status.
· Resubmit
DCR may be sent back to the DCR originator based on a requirement for more information. Once the information is provided, the status of the DCR is moved to the Open status.
· Rejected
DCRs may be rejected on the basis of either being a duplicate DCR or based on a decision by the change control team that the requested change is not recommended at this time. DCRs may be rejected due to a variety of reasons, including:

· Conflict with other DCRs or controlled documents

· Unacceptable impact to schedule or budget
· Not useful change or enhancement
· Unwarranted risk to implementation

· Withdrawn
DCR has been withdrawn from consideration by the person who filed the DCR.
· Submitted

DCR has been submitted to the CCB for approval.

· Approved
DCR has been approved by the CCB.

· Closed
DCR is closed only after the document has been updated.
Figure 1
5 Procedure Review and Revisions

Any employee, to suggest or recommend changes to the procedure or document, may submit a Process Improvement Request at any time.

6 Related Procedures I Controlled Documents

7 Related Forms and Templates

<sample DCR form>
8 Related Quality Records

· DCR form
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