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« Documentation
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* Important
« Full review

» Requires CAB
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» High risk
» Detailed report

» Requires CAB
& management
authorization
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EMERGENCY

* Urgent
» Resolves incident

« High risk of failure

« Flexible pool of
approvers
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Risk Type 'Small Med 'Large

Number of Users affected 1-3 3-10 10+

Critical System (ESSSE) Outage None\f 5 min
Timing G/Aﬂer Hours
Nurhber of cmmices affec iti

ted Simple one
s

Business Hours

Multiple critical systems

Confide We do this all the time This is new and unknown

Ability to rollback Quick (minutes) Manual Not possible
(Hours/Days)
Lead time 6 months 3 months <1 month

Pre-Approved/Standard Change
For a change ticket to be categorized as a pre-approved change, the following requirements
are mandatory:
1. The change has been successfully completed, on time and on budget, at least three
times in the last year, by the same team.
2. The change is on a predefined list of pre-approved changes.
3. A backout plan exists and has previously been reviewed to be effective (i.e. a pre-
approved backout plan).
4. An implementation plan exists and has previously been reviewed to be effective (i.e. a
pre-approved implementation plan).
5. The change timeline is less than 24 hours.
If a proposed change does not meet all these criteria, the ticket cannot be classified as a
pre-approved change.

IT will create a list of changes that are pre-approved to be on the list of pre-approved
changes. The list will be reviewed every quarter and new candidates for the list will be
considered. The net benefit is that time will be saved in acquiring approval for changes
without adding risk to the technology environment.
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Form(s) Contents:

+ On Draft Request:
» Change Name/Description
« Change Implementor/SME identified
Change Owner/Authority/Sponsor (assumes
Risk)
Change Trigger
« (optional) Link to the Change/Trigger
Assessment
(Risk pre-Assessment)
Q: Initial (proposed by SME): Change Type
« Standard
+ Picklist of pre-approved changes?
- Based on previous change
(link) "Same as ... change
request 1234"
» Supporting questions
+ Skips to Change Implementation
« Normal
» Continues on to (Normal)
‘Technical Build and Test' below
« (emergency)(urgency?)
» Proposed Implementation Date(s)
» Constraints
« Timing (urgency, dates, etc.)
« Dependencies
« SME
+ (Normal) Detailed Change Proposal
- Background/Need (summary)
» Link to Technical Review
» Q: passed technical review (checkbox?
approval?)
* Priority - default to FIFO
» Link to Change Plan
» Link to Change Test
= Updated Risk Assessment (link? in TDx)
» Updated Timing (e.g. maint/outage date)
+ CAB Approval
» Q: Pre-approval by Change Manager
» Q: CAB Approved?

Document (eventually a KBA?):
» For each Field
« Description,
« Definition/Purpose,
» Help text and samples



