Change Control Process for

SGL Crosswalk Changes
Effective:  June 17, 2004
As part of an effort to coordinate and control changes to the SGL Crosswalk, the following procedures will be used for all SGL Crosswalk changes.
A.  Submitting Change Requests:

The current process for requesting changes will remain the same.  All requests should be submitted to Harold (Chip) Wilson for numbering (CR04-0XXX) and distribution.
B.  Approval Process:

1) The numbered requests will be distributed by Chip Wilson to the following for approval or disapproval:

Rick Loyd (Director, ME-12)

Laura Kramer (STARS Project Manager)

Raymond Brown (SGL Working Group Leader)

Warren Huffer (Director, ME-13)

2) Each person must review the change request and approve or disapprove the request.  A reason must be provided if the request is not approved.  If the person is undecided and needs more information, that should be stated in place of the reason for disapproval. 

3) After completing the approval process, everyone should “Reply To All” to send their response to Chip Wilson and to all other addressees.

4) If anyone disapproves the change request, a meeting or conference call, with all or some of approving/disapproving parties, will be arranged by the Office of Corporate Financial System (ME-13) to resolve the issue.

C.  Programming Changes:

1) If everyone approves the change request, the program(s) will be modified and placed in MARSTEST for testing.
2) When the change has been tested and accepted:

a) Everyone listed above will be notified;
b) Program modifications will be moved to MARS production;
c) Cathy Lorah will be notified; the changes will be added to the DISCAS crosswalk programs and distributed to the DISCAS service centers and STARS;
d) Lauren Rippeon will be notified; the integrated contractor crosswalk table will be updated to reflect the changes.
D.  Response Time:

It is important that the review and approval/disapproval of all change requests be handled on an ASAP basis.  The SGL crosswalk changes have a high priority and are necessary for the successful completion of DOE’s Financial Statements and the STARS Data Conversion/Testing.
E.  SGL Change Request Approval Form:
Following is a sample of the form that will be used to distribute the change requests.
_______________________________________________________________________

SGL Crosswalk Change Request Approval Form

The SGL Crosswalk Change Request Approval Form is designed to improve coordination for all SGL crosswalk changes.  This approval/disapproval front end has been added to the existing process (which remains the same).  The request for change will be distributed by Chip Wilson to (Rick Loyd (ME-12), Laura Kramer (STARS PM), Raymond Browne (SGL Team Lead) and Warren Huffer (ME-13)) for approval/disapproval.  Chip will control the process, provide approval/disapproval notifications and schedule follow-up activities.  Each request should be considered as HIGH PRIORITY and must have unanimous approval for acceptance.  

Approve:  name

Disapprove/Reason:  name and reason

CFS CONTROL NUMBER:  CR04-0732

NAME OF OFFICE ORIGINATING REPORT:     OFCR

NAME OF INDIVIDUAL ORIGINATING REPORT: James Schanck

ORIGINATOR'S PHONE NUMBER:             3-5013

---------------------------------------------------------------

TITLE OF MODIFICATION REQUEST: Changes to SGL crosswalk for ST problems on FT 3T

--------------------------------------------------------

DESCRIPTION: 

Schenectady has had some out of balance entries for many years.

With the data cleanup effort at all the field sites, they had made entries to clear the problem, which broke the crosswalk.  The following changes to the crosswalk are needed.

---------------------------------------------------------------------------------------------------------------------------------

IMPACT IF MODIFICATION REQUEST IS NOT APPROVED: If these changes are not approved, the SGL accounts will be out of balance.
______________________________________________________________________________________
