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Initiator and Date
John Smith – 1 August 2008
Description
Short description of the Change being applied for 

Example:

Relocation of switches, routers and servers in Branch X from several locations to a cabinet located in an air conditioned partitioned area of the main office.

Reason and Business Case
Explain the reason for the change, and why it is justified.  In the case of a large expenditure, a more detailed business case may be required.

Example:
Currently the IT equipment in the branch is scattered in a number of locations.  Recently a switch in the kitchen was damaged when water spilt on it.  The result was the branch was without external access for a day.  This is not the first time the situation has occurred as last month we had a cleaner damage a server which meant the branch was without access to local directories for a day.

The cost of the relocation is estimated at $12k.  The benefits have been calculated as $18k per year.  The basis for the estimation is as follows.

· Number of staff in the branch – 10

· Average staff costs per day - $500
· Total staff cost per day - $5k ($500 x 10)

· Average loss in productivity through incidents involving IT equipment – 50%

· Average duration of incidents – 1 day.

· Average resource cost per incidents - $2.5k ($5k x 50% x 1 day)

· Average equipment cost per incident - $500 (based on last year)

· Average number of incidents per year – 6

· Cost per year of incidents - $18k ($2.5k x 6) + ($500 x 6)
Risk Rating
Use the Change Management Risk Assessment to rate the change.  It may be included here or added as an attachment.

Example:

The risk is regarded as at the high end of moderate

	Question
	Options available
	Points Awarded

	Client Impact
	- Nil impact
- Single person

- Workgroup

- Entire Department/Branch
- Whole Company
	0

1

2

3

4

	Resources Required
	- Single person

- Single team – multiple persons involved

- Multiple teams involved
	1

2

3

	Complexity
	- No Configuration Items

- Single Configuration Item
- Multiple Configuration Items

- One or more Services
	1

2

3

4

	Success Probability
	- 100% previous success/simple task
- Documented procedure available

- Known duration/capacity/error risk 

- Never been done
	1

2 

3 

4

	Scope of Change
	- Cosmetic/insignificant/very minor enhancements
- Bug fix/hardware maintenance/significant minor enhancement
- Major enhancement/upgrade

- New release of hardware/software
	1

2



3

4 

	Business Continuity Risk
	- None

- Minimal (a significant part of the business would not be able to operate)
- Guaranteed (the business would stop)
	1

2


3

	Skillset/Training Risk
	- None

- Moderate level of processing skill
- Highly skilled processing required
	1

2

3

	Availability of Documentation (install, backout, troubleshooting)
	- All

- Some

- None
	1

2

3

	Post Implementation Support
	- Support staff available

- External development staff available or maintenance contract
- Vendor available

- None available
	1

2

3

4

	Level of Testing Completed
	- Tested using real data/live environment
- Tested using test data/test environment
- No UAT 
	1

2

3


	Points
	Category

	1 -12
	Minor

	13 – 24
	Moderate

	25+
	Major


Impacts

Business

Explain any impacts on the Business operations.

Example:

In order to undertake the work, we will need to remove system access from the branch for half a day to a day.  We will plan to carry out the changes over the weekend to avoid disruption to the business.  We will need to ensure nobody is planning to work from the office over the weekend.
IT Services

Explain any impacts to IT Services.

Example:
Having all the equipment in a central locked location will ensure IT is better able to maintain the equipment and reduce the effort required to address problems.  We will ensure all equipment is labelled and that very simple diagnostic or resets are able to be carried out by a nominated person in the branch under instructions from IT.
In terms of carrying out the work, we will need to have an Infrastructure person available over the weekend to manage the changes.  A cabling company will be employed to carry out the necessary work prior to the changeover.  They will be on hand for any last minute changes.
IT Infrastructure Components

Explain how any components will be changed.

Example:

All existing components will be reused.  We will purchase a lockable cabinet to locate the components.  At a later stage we plan to replace the existing server with a rack mounted server.

Technology 

If a new technology is being used, explain the technology and any implications.

Example:

No new technology.
Specific Implementation Risks
Explain the risks during implementation and what you plan to do about them.

	Risk
	Counter-measure

	Components fail after being relocated
	Identify spares in other branches and have them transferred to this branch as backup if required.

	Server will not reboot
	Take a backup before the server is shut down.  Install the backup on a server in the data centre.  If necessary we can patch through to the data centre and while performance will not be very good, we will be operational by Monday.

	Cabling faults are identified
	Have the cabling company available over the weekend if required.


Schedule
Identify the schedule, the resource requirements, work effort and any training required.
Example:
We plan to make the change on the weekend of 25 November.  The following are key milestones.

	Quote for cabling and equipment
	27 October

	Accept quote
	3 November

	Cabling complete
	23 November

	Equipment delivered
	23 November

	Carry out change
	25/26 November


The following resources will be required:

· John Smith and William Brown on 25/26 November

Training will be required for a nominated person in the branch to carry out simple IT tasks such as resetting components, or checking cables.  We have identified the person and plan to familiarise them with the components, and show them how to carry out basic tasks on Monday.  They will be the only holder of the keys to the cabinet in the branch.  Keys should be kept in a secure location.
Cost estimate
Example:
	Cabling
	$5,000

	New Cabinet
	$1,500

	2 Staff over the weekend to carry out the changes
	$2,000

	Building changes for the  partitions
	$1,000

	Air Conditioning changes
	$2,500

	Total
	$12,000
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