Computing & Network Services Change Management Planning Template


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

<version> - name – date

· {Change Summary}

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


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


Statement of work – {a brief description of what WAS done and why.}


Service date and time – when the service was performed.  Outline the amount of downtime experienced.
· Service date – {Proposed date to implement the change.}

· Start time – {Proposed time to begin the service.}

· End time – {Proposed time to complete the service.}
Systems, services, & clients affected
{identify systems by name and client groups affected.}
Communications plan
{identify the support groups involved and communication avenues that were utilized and what communications REMAINS to be handled.}
Documentation plan
{Summarize the changes that were made in support of the system recovery.}

Execution plan 
{Identify any REMAINING work that needs to be finished to complete the servicing.}

Back out/recovery plans
{Document sufficiently that someone else can backout your changes if needed and follow your work in your absence.}

Follow-up/Evaluation plan
{Outline the monitoring of the system that needs to take place to ensure the system was successfully recovered.}


Anticipated impact
{identify potential impact on iTAC Help Desk, Operations, clients, and other support agencies.}
Cause and Effect

{Note if possible what caused the system to fail and how to avoid it in the future.}

Other Pertinent Information

{optional section.}
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