SECTOR Change Request Form

	(For Completion by WSP Staff)

	Change Request #:
	
	Final CR Priority:
	 FORMCHECKBOX 
 1
	 FORMCHECKBOX 
 2
	 FORMCHECKBOX 
 3
	Completion Effort (# hrs):
	


	PURPOSE: This form will be used by any eTRIP Governance Team member to submit a proposal of change for the SECTOR Client application or Back Office.  Complete the form following the guidelines on the reverse side.

	a. Change Request Title:
	b. Request Date:
	g.
	 FORMCHECKBOX 
 Bug
	 FORMCHECKBOX 
 Change
	 FORMCHECKBOX 
 Enhancement

	     
	     
	
	
	
	

	c. Requestor Agency:
	d. Requestor Name:
	h. Version #:
	i.
	 FORMCHECKBOX 
 Test
	 FORMCHECKBOX 
 QA
	 FORMCHECKBOX 
 Prod

	 FORMDROPDOWN 

	     
	     
	
	
	
	

	e. Primary/Secondary Business Owner/Originator Agency:
	f. Originator Name:
	j. Date Driven?
	k. If YES, Date:

	 FORMDROPDOWN 
                   FORMDROPDOWN 

	     
	 FORMCHECKBOX 
 YES
	 FORMCHECKBOX 
 NO
	     

	l. Proposed Priority:

	 FORMCHECKBOX 
 1 - Emergency
	Issue is a production failure affecting a large number of users with NO acceptable workaround.

	 FORMCHECKBOX 
 2 - Intermediate
	Issue is a production failure affecting a small number of users with no acceptable workaround or a production failure affecting a large number of users WITH an acceptable workaround.

	 FORMCHECKBOX 
 3 - Routine
	Issue is affects a small number of users with an acceptable workaround and/or does not represent a production failure.

	m. If issue found in QA, is it okay to publish to production without correction?
	n. Screen shots or attachments included in this Change Request?

	 FORMCHECKBOX 
 YES
	 FORMCHECKBOX 
 NO
	 FORMCHECKBOX 
 YES
	 FORMCHECKBOX 
 NO

	o. Detailed description of bug, change, or enhancement:

	

	p. Current Behavior (e.g. exactly how to re-create problem):

	     

	q. Proposed Behavior:

	

	r. Comments:

	     


	(For Completion by Governance Committee)

	Approved by:
	 FORMCHECKBOX 
 AOC
	 FORMCHECKBOX 
 DIS
	 FORMCHECKBOX 
 DOL
	 FORMCHECKBOX 
 DOT
	 FORMCHECKBOX 
 WSP

	Comments:

	     


	Detailed Form Instructions:

	
	General:
	This form is to be used in conjunction with the approved SECTOR change control process.  

The purpose of this form is to facilitate the documentation and accounting of all change requests on the SECTOR application as well as provide a detailed description of any issues with the application that require attention.

	a.
	Request Title:
	A short title for this change request that effectively summarizes its purpose

	b.
	Request Date:
	Date this change request form is submitted to WSP SECTOR Staff

	c.
	Requestor Agency:
	Agency of the individual completing the change request

	d.
	Requestor Name:
	Name of individual completing the change request

	e.
	Business Owner/ Originator Agency:
	Agency that “owns” the business process affected by this change.  This is the agency that would be responsible for testing this change.  Only required if it is different from c. Requestor Agency.

	f.
	Originator Name:
	(if applicable and different from d. Requestor Name).  Name of the individual who actually discovered the bug, determined a change was necessary, or suggested the enhancement.

	g.
	(Bug, Change, or Enhancement):
	Check the appropriate box.  A “bug” is an error, flaw, mistake, failure, or fault that prevents the software from behaving as intended.  A “change” is neither a bug or enhanced functionality as usually will result in a requirements change due to legislation, etc.  (e.g. a mandated change to a database table).  An “enhancement” is a requested new feature or streamlined process that can increase user productivity, etc.

	h.
	Version #:
	The version number for which this change request applies.  (e.g. 1.8.1)

	i.
	(Environment):
	The environment for which this change request applies.  Check all that apply.

	j.
	Date Driven?:
	Check “YES” if this change, bug fix, or enhancement must be applied to production by a certain date.  If “YES”, please provide the date in block “k” and provide justification in block “s”.

	k.
	If YES, Date:
	Provide the date change is required per block “j”.  (if applicable)

	l.
	Proposed Priority:
	Check the most appropriate box based on the given descriptions.  

	m.
	(OK to publish to production…):
	Check “YES” if this is a new, previously undocumented, issue discovered while testing a build in QA that does not require resolution prior to production release. 

	n.
	Screen Shots:
	Check “YES” if screen shots or other documentation are part of this change request.  Your submission must include all screen shots as part of the email that includes this form.

	o.
	Detailed Description:
	Provide a detailed description of the purpose for this change request.

	p.
	Current Behavior:
	Describe your perception of the current behavior of the application with respect to this change request.  (i.e. If you are reporting a bug, describe how to recreate the problem.).   When describing how to recreate the problem, be very specific and include each step taken to reproduce the issue from the perspective of someone that may not be familiar with the application.

	q.
	Proposed Behavior:
	Describe your perception of what the application should do after this change request has been applied.  This should be detailed enough to provide to a software tester for certification of a release.  

	r.
	Comments:
	Any applicable comments not directly related to “o”, “p”, or “q” will go here to include justification for a date driven request.
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