Change Review Board Agenda template

· The change review board agenda is typically prepared by the chair of the CRB.  In their absence, any CRB member can prepare and submit the agenda.  It is recommended that they coordinate with other CRB members before making the submission on behalf of the CRB chair.

· The current due date for change request submissions is Friday at 5:00.  Monday morning.  Review proposed changes submitted prior to Monday morning.  
· Compile a list of changes to be reviewed at the change review board meeting using the template below.

· Change descriptions for each proposed change include:

· The title

· Predicted services affected

· Proposed maintenance window

· A link to the change plan on the CNS CRB web site (even though most of the IT community will not be able to review the plan, this makes it easier for CNS staff and CRB members to access the plan).

· Send the message to ITPROBLEMS@ksu.edu
· The ITPROBLEMS mailing list is a meta-list that submits the change request to various IT units, among them CNS and iTAC.

· The agenda should be sent before Monday at 5:00 to allow individuals an opportunity to respond.
· Responses are to be sent to CNSCRB-L@ksu.edu so the entire CRB sees the questions concerning changes.
Template


There will be a CRB meeting on day, month number, year.

The following requests were submitted for review:

1.  Change Title           (Change Author – Unit)


*  Predicted services affected:  
* Proposed maintenance window
Project Plan available at:
Actual project plan URL on CRB web site

2.  Change Title           (Change Author – Unit)


*  Predicted services affected:  

* Proposed maintenance window

Project Plan available at:
Actual project plan URL on CRB web site

If you have any comments or concerns regarding these changes, please
don't hesitate to contact any member of the CRB before Wednesday
morning or send e-mail to CNSCRB-L@ksu.edu.

Thanks,
Author’s Name
Real World Sample


There will be a CRB meeting on Wednesday, Feburary 9,
2005.
The following requests were submitted for review:

1.  Hale Switch Maintenance -  Replaing Supervisor cards in the Data
Center 4006 switches  (Richard Becker - Network Tech)

*  Predicted services affected:  Loss of network service for all Central
services in 12 and AS subnets, including KSOL
* Proposed maintenance window - Sunday, February 13, 2005, 2:00 a.m. to
3:00 a.m.  (Actual outage time should be less)

Project Plan available at:
http://www.ksu.edu/cns/crb/net/20050213-Hale-Switch-Maintenance.doc

2.    HTTP server top bar function (allows new Firefox releases to click
inside a TEXTAREA element - which does not presently work)  (Neil
Erdwien - Web Tech)

* Predicted services affected:  Users of Firefox and other template
users  (correction only, no actual change in process)
* Proposed service dates -  Thursday, February 10, 2005, 12:01 a.m. to
1:00 a.m.

Project Plan available at:
http://www.ksu.edu/cns/crb/web/20050213--HTTP-server-top-bar.doc

If you have any comments or concerns regarding these changes, please
don't hesitate to contact any member of the CRB before Wednesday
morning or send e-mail to CNSCRB-L@ksu.edu.

Thanks,
Roberta
