Computing & Network Services Change Management version 3a


Change Title: { YYYY/MM/DD-Filename}

Change Log:

<version> - name – date

· {Change Summary}

Change Sponsor – {Unit manager or designee.}


Change Author – {individual(s) who draft the change request.}


Technical Staff – {individual(s) who actually perform the work.}


Statement of work (internal use) – {a complete description of what is to be done and why.}
Public announcement – {a sanitized version of the statement of work, suitable for public distribution and publication on the status page.  SOW will be used if this is left blank.}


Impact on Stakeholders
{check stakeholders affected, adding others as needed}

	Stakeholders
	Affected
	Stakeholders
	Affected

	CNS
	
	UCLs
	

	iTAC
	
	Tech Classrooms
	

	Mediated Education / KSOL
	
	DCE
	

	ISO
	
	Anderson Hall
	

	Library
	
	DIA
	

	All eID holders / KEAS
	
	Campus network
	

	Salina
	
	Extension remote sites
	

	Other:
	
	Other:
	


{for each affected stakeholder, describe in layperson terms the systems and services (by function as well as system name) that will be impacted.  Example: KEAS: Blitzen (redundant LDAP server)}

Service date and time – by default these should fall within normal maintenance windows.  If scheduled at an alternative maintenance time, include justification.  For maintenance spanning over more than one day, include a timeline of when client-visible service interruptions or changes will occur, including start and end times.

	Standard Maintenance Windows

	Mon
	Tue
	Wed
	Thu
	Fri
	Sat
	Sun

	
	
	
	12am-7am
	
	10pm-
	-8am


· Service day and date – Tuesday, February 30 {Proposed day and date to implement the change.}

· Start time – 12:05am {Proposed time to begin the service; do not use “midnight”}

· End time – 6:00pm {Proposed time to complete the service.}

Communications plan

{identify the support groups involved and communication avenues to be utilized and a timeline for implementation must be specified.  Note all parties that have been contacted prior to submitting this request.}

Documentation plan

{outline the documentation (user training, support documentation, internal) that planned for each stage and when the documentation will be finalized.}


1) Change planning

2) Pre-change

3) Post-change

Training plan

{outline training of support groups that will be completed prior to implementing the change.}


User pre-testing results

{report the user acceptance testing that has occurred during the planning for the change and the results from the testing.}


Pre-change system testing plan

{report the system testing that has occurred in planning for the change and the results from the testing }


Execution plan 

{outline the steps that will be followed in the implementation of the proposed change.  Note various checkpoints where back out options exist and when the point of no return is reached in implementation.}


Back out/recovery plans

{outline the steps that will be taken to recover from an unsuccessful change implementation.  Note that there may be varying back out/recovery options depending on the level of progress in the change implementation. Identify any known risks. Include plans to back up / test restore any data at risk before changes occur.  Estimate time required for worst-case restoration of system state from backups/install media.}


User Acceptance Testing plan

{outline the user acceptance testing procedure that will be completed before the change can be considered completed}

Follow-up Testing/Evaluation plan

{this is the system / network administration testing.  Outline the steps that will be taken to evaluate the effects of the change on the production system.  Note any monitoring that will occur after the change, who is responsible for that monitoring, and how long the monitoring will continue.}

Success Factors

{describe the criteria that will determine if the proposed change was successfully carried out}

Other Pertinent Information

{optional section.}

Change Author Feedback

{comments from the change author regarding the Change Review process may be added here.}
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