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1 Introduction
Change management processes provide a mechanism for inventorying, initiating, evaluating, and controlling required changes to applications. This process involves the collection, grouping, and scheduling of required changes into releases or projects. This document explains these roles and responsibilities.
2 Role and Responsibility Matrix
The operational control for certain change requests will be delegated to an Order Officer. The change coordinator retains final responsibility at all times.
	R = Responsible
	OM = Order Manager
	TC = Technical Coordinator

	I = Involved
	ACM = Account Manager
	BTM = Business Team Manager

	O = Operational
	SM = Service Manager
	TS = Technical Specialist

	
	IC = Incident Coordinator
	CC = Change Coordinator

	
	OC = Operating Company
	


	No.
	Activities
	SM
	IC
	CC 
	OO
	Person submitting the request
	B&O
Team

	1
	Acceptance
	
	
	
	
	
	

	1.1
	Evaluation
	
	
	R
	O
	
	

	1.2
	Formal acceptance
	
	
	R, O
	
	
	

	1.3
	Registration
	
	
	R
	
	
	O

	
	
	
	
	
	
	
	

	2
	Classification
	
	
	
	
	
	

	2.1
	Prioritization
	
	
	R, O
	O
	I
	

	2.2
	Determination of size
	
	
	R, O
	O
	I
	I

	2.3
	Determination of complexity
	
	
	R, O
	O
	I
	I

	2.4
	Determination of workflow
	
	I
	R, O
	O
	
	

	
	
	
	
	
	
	
	

	3
	Coordination
	
	
	
	
	
	

	3.1
	Coordination in the Change Meeting
	
	I
	R, O
	I
	
	

	3.2
	Monitoring of Change Request phase (( change request 
	
	
	R, O
	I
	
	

	3.3
	Monitoring of progress/change implementation
	
	I
	R,I
	I
	
	

	3.4
	Release of changed products
	R
	
	O
	I, O
	
	I, O

	3.5
	Preparation of status lists 
	
	
	R, I
	I
	
	

	
	
	
	
	
	
	
	

	4
	Reporting
	
	
	
	
	
	

	See 3.5
	Preparation of
product activity matrix
	
	
	R, O
	I
	
	

	4.1
	Reporting to Management
	
	
	R, O
	
	
	

	4.2
	Reporting to client
	
	
	R, O
	
	
	

	
	
	
	
	
	
	
	

	P&C
	Process monitoring 
	R, O
	
	O
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