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Systems Engineering Process Change Request
Stage:  

Organizational Process Definition (Global)

Description:  

This procedure describes the process used by the SSG Systems Engineering Process Group (SEPG) to document and maintain SEP assets.  It consists of documenting SEP Change Requests (CRs) (i.e. discrepancies and improvement recommendations), analyzing the impact of potential changes, making approved changes to the SEP, and tracking the history of changes.

Entry Criteria: 
The following shall be completed before beginning this procedure:

· SEP Change Request (CR) (improvement recommendations or defects)

· SEP Change Request Database 

Procedure Steps:  (These steps are not necessarily performed sequentially.)
1. SEP Users:  Submit a SEP Change Request.

      a. SSG personnel use the following web address: [https://intranet.ssg.gunter.af.mil/swnet/sep/ChangeRequest/submit.asp] 
      b. Personnel external to SSG use the following web address: [https://web1.ssg.gunter.af.mil/sep/sep/changerequest/submit.asp]  
Questions on the progress of a CR should be e-mailed to the SSG SEPG mailbox and should include the assigned CR identification number.
2.  SSG SEPG:  Track Change Requests.

All CRs are processed electronically.  Each is assigned an identification number and the requestor is provided that number through e-mail.  Once the CR is approved or disapproved, the requestor will be advised of the disposition.  SEPG members who identify defects or improvements must enter a CR just like other SEP users
3.  Project Configuration Manager:  Monitor currency of documents.

All SEP assets must periodically be formally reviewed to ensure documents are current.  The Configuration Manager will monitor the last date documents were reviewed and submit a CR for any baseline document which has not been reviewed in two years.  

4.  SEPG Lead:  Analyze the Change Request.
The SEPG Lead analyzes the CR and either disapproves the CR or holds it for further analysis.  If further analysis is warranted, the SEPG Lead assigns the CR to a SEPG member who will evaluate the recommended changes. 
5.  SEPG Member:  Evaluate Change Request.    

The SEPG member serving as the evaluator will conduct a search of the SEP to ensure any changes which cause a cascading effect on other SEP documents are identified and evaluated.  If an approved CR causes other documents to be changed, the SEPG member will:  
a. Create a new change request and generate the appropriate changes or, 
b. Generate a list of potentially affected documents, evaluate and make the changes.
c. Set up a Peer Review of the proposed changes.  
6.  SEPG Lead:  Approve or disapprove Change Request.
During or after the peer review, the SEPG Lead reviews the proposed solution for the CR.  The SEPG Lead may either reject the CR or send the solution back for rework.  
     a. If the SEPG Lead approves the CR, it is implemented.

     b. If the SSG SEPG Lead rejects the CR, the CM is instructed to provide the explanation for the rejection.  
7.  Project Configuration Manger:  Document Change Request recommendations.
      a. Assures all appropriate steps have been performed for a CR before it is released in the SEP or rejected.  
      b. Provides explanation for the rejection or indicates acceptance of the CR.
      c. Updates the CR database.
      d. For approved changes, the CM updates the SEP change page once a month.
Exit Criteria: 
The following work products are a result of completing this procedure:
· Updated SEP 

· Updated Change Request Database
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