	ICSD-300 CHANGE ACTION

Instructions


A. When Used

This form is primarily used by ICSD Systems Services Branch to document and track changes.  It may also be initiated by a user agency to serve as a communication device to inform ICSD SSB of impending changes or document notifications of actions to be taken.  The form is used to: 1) request that a change be made by a section within the SSB branch, or 2) notify an SSB Section that an action or change is scheduled to be made.  The initiator chooses the appropriate type of action from the dropdown menu following the Change Action heading.  When used to notify, only Items #1 through #12 should be completed.  When used as a change request, the form is used as a turn around document. The SSB person who completes the work should complete Items #13 through #15 then send the form to the initiator.

B.
General

The form is designed to be completed online, downloaded, and saved as electronic documentation.  When saving the form, the tracking number (or some other unique identification) should be added to the ICSD-300 document title so that it will not over-write a previous request that was saved.  Once saved, the form can then be emailed.  It may also be printed and given to the receiving section manager.  However, the preferred method of delivery is email.  If the form is emailed, the email must be sent from an email account clearly recognizable as belonging to:

· The Section Chief or person identified in Item #2 FROM or Item #6 TO,

· The person identified in Item #3 Initiator, 

· The person identified in Item #14 By.

If the sender and/or recipient of the email is not a Section Chief, the Section Chiefs identified in Items #2 and #6 are to be cc’d in the email.  

Items #9 through #13 should be completed in sufficient detail to clearly document exactly what changes occurred and to fully satisfy any questions posed by auditors. 

C.
Form Item Usage

1. Track Num.  The tracking number assigned to the request by the requesting section or person.

2. FROM Branch/Section.  The name of the section initiating the action.  Either select from the dropdown menu, OR enter the name of the agency submitting the Change Action form.

3. Initiator.  The name of the person who originated the request or notification.

4. Phone.  The telephone number and extension of the person identified in Item #3.
5. Date.  The date that the request was generated; format: mm/dd/yyyy.
6. TO Branch/Section.  The name of the section to which the Change Action is being sent. Either select from the dropdown menu, OR enter the name of the agency receiving the Change Action form.

7. Recipient.  The name of the person to whom the form is emailed. If the recipient is NOT the SSB section manager, the SSB section manager should be included as a CC in the email.

8. Phone.  This field is to be completed by the recipient prior to sending the request back to the originator.  The telephone number and extension of the person to whom the request is sent.
9. System.  The name(s) of the Host, CPU, or platform on which the change is being made. 

Nature of the Action  
10. Tasks.  A detailed identification of the tasks that are being requested or scheduled.
11. Due Date.  The date by which the request should be completed.  If the form is used as a notification of change this field is the scheduled date that the change is to be done; format: mm/dd/yyyy.

12. Reason for Action.  A brief narrative detailing why the request was needed.  This may include comments or remarks that document what would be the results if the tasks are not completed by the requested due date.  If the request is time sensitive, the time constraints should be specifically noted.

Action Taken
13. Description.  A brief but detailed narrative of the actions that were taken by SSB to satisfy the request.  If problems were encountered, they should be included.  If the request was not completed by the due date, the reasons why should be listed.
14. By.  The name of the SSB person who performed the tasks to satisfy the request.

15. Date Completed.  The date on which the request was completed; format: mm/dd/yyyy.
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