IT Change Request


	Title
	

	Contact {Name & email address}
	

	Public announcement {Describe what will be affected & how, list services, servers, or buildings impacted using recognizable names. Suitable for posting on the Infotech status webpage.}

	


	Communications Plan

	External {clients & end users}
	

	Internal {IT groups, 
IT Problems}
	


	Service Window {Standard service windows are Thur. 12:01 a.m.-7:00 a.m., Sat. 12:01 a.m.- Sun. 7:00 a.m. Include potential recovery time in the service window. Justify alternative service windows.}

	
	Day of Week
	Date
	Time AM/PM

	Start Time
	
	
	

	End Time
	
	
	

	Estimated actual outage (often a fraction of the service window.)

	


	Risk Assessment {Probability & impact of the change not going as planned.}
	Likelihood
	Impact (people)

	
	≤  1%
	≤  5%
	> 5%
	≤  20
	≤  100
	> 100

	
	
	
	
	
	
	

	Risk of not making the change {Explanation of consequences of not performing the service.}

	


	Technical lead(s) name
	

	Technical review approved by
	

	Other IT staff involved
	


Technical Review Section {Optional submission to the change management board.}
	Pre-Change Testing {Describe user or system testing that has occurred & the test results.}

	


	Documentation Plan {Location of external documentation & when it will be finalized.}

	


	Training Plan {How training of support groups, users, or technical staff that will be completed.}

	


	Execution Plan {Outline of the execution steps, identifying commitment points.}

	


	Post-Change Testing{Steps that will verify a successful change.}

	


	Back out & Recovery Plan {Steps for recovery of an unsuccessful change.}

	


	Other comments {Other thoughts on risk or supplemental information.}
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