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Document Change

Stage:
Configuration Management Global
Description:  

This activity involves managing changes to documents associated with baselined software products.
Entry Criteria: 
The following shall be completed before beginning this procedure:

· Change Request (CR) 

· Previous document version history

· Project Configuration Management Plan
Procedure Steps:  (These steps are not necessarily performed sequentially.)
1.   Stakeholder:  Initiate Change Request.

The person with a suggested change will fill out a CR explaining the discrepancy or enhancement in the document and recommended resolution, if appropriate.  The stakeholder then gives the Change Request to the Project Configuration Manager.  

2.   Project Configuration Manager:  Process Change Request.

The Project Configuration Manager will receive the CR from originator, assign a tracking number, and provide the CR to the document owner for action.

3.   Document Owner:  Evaluate the Change Request.
The document owner will evaluate the CR.  If the CR is accepted, the document owner will make the proposed change in draft form.  Then a Peer Review [RVPR003] is conducted to validate the changes for accuracy and validity.  If the document owner rejects the CR, it is returned to the Project Configuration Manager with the justification.
4.   SSG Quality Assurance Test and Evaluation:  Edit document changes.

SSG Quality Assurance Test and Evaluation will edit the document changes to ensure they conform to governing standards and policies.

5.  Project Configuration Manager:  Incorporate changes.  
The Project Configuration Manager will incorporate the revised document into the appropriate Work Product library and electronically notify all affected parties.  The Project Configuration Manager will maintain an artifact file on all documents and their associated change history in the Project's Configuration Management Library. 
6.   SSG Product Distribution:  Ship document changes.
SSG Product Distribution will accept the document changes from SSG Quality Assurance Test and Evaluation and ship to the customer.

Exit Criteria: 
The following work products are a result of completing this procedure:
· Updated document version history

· Revised document
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