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CONTACT LIST



CHANGE CONTROL CONTACT & DISTRIBUTION LISTS -   (At a minimum must contain names, phone numbers, fax numbers, and email addresses of change control managers and  account managers from the CLECs and the ILEC, state commission members, and  escalation points.)



A list of companies and individuals associated with the industry change control process is maintained and distributed regularly by the ILEC change control manager.  This contains contacts for escalating issues and members of the state public commissions. 













DEFINITIONS



INDUSTRY CHANGE CONTROL -



The change control process is the formal method used for requesting new or enhanced functionality to systems and interfaces in a production environment.  This includes any pre-order, order, or trouble administration changes that impact ongoing and future technical and operational processes, and changes that alter the relationship in the manner in which the ILEC and CLECs do business. Such changes include, but are not limited to, the following:



Changes that alter the production and test environments

Modifications to software and hardware maintenance, upgrades, testing of new applications, new applications systems and changes in the hours of the system/s or interface availability

Fixes to known problems, network maintenance and modifications, scheduled outages during scheduled business hours and changes to data fields, formats and/or significant content

Method and procedure changes that impact a CLEC’s ability to order and preorder ILEC  services or process trouble reports



The change control form is the vehicle used to request changes to existing systems or interfaces.  Why the change is needed and what impacts will occur if it is implemented are some of the questions that must be answered with this document.



The change control process is managed by an organization of CLEC and ILEC representatives each of whom have distinct roles and responsibilities.  The CLEC community will hold regular forums to exchange information about the status of existing change controls, the need for new changes, what changes the ILEC is proposing, how the process is working, etc.  The process also allows for escalation to resolve disputes if necessary.



For their part, the ILEC agrees to adopt necessary controls to manage the process of making changes to any systems and interfaces impacting CLECs in order  to keep them functioning normally without interruption.  If existing controls do not allow for uninterrupted service to the CLECs, the ILEC agrees to implement more stringent measures to achieve that goal.  

Interruptions may be caused by, but are not limited to, changes or modifications in any of the following:  software, hardware, screen layouts, industry standards, products and services, new / revised / deleted edits, procedures and processes, regulatory requirements, or documentation.
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OBJECTIVES



To avoid introducing errors or disrupting production when making changes, the ILEC must have an effective change management system in place that governs and controls the process.  The primary objectives and features of such a system must include:



Change Request Initiation and Control -

The ILEC should ensure that all requests for changes and system maintenance are standardized and subject to formal change management procedures. Changes should be categorized and prioritized and specific procedures should be in place to handle urgent matters. Originators should be kept informed about the status of their change control.



Impact Assessment -

A procedure should be in place to ensure that all requests for change are assessed in a structured way for all possible impacts on the operational system and its functionality.



Control of Changes -

The ILEC should ensure that change management and software control and distribution are properly integrated with a comprehensive configuration management system.



Documentation and Procedures -

The change process should ensure when system changes are implemented  that documentation & procedures are updated accordingly.



Authorized Maintenance -

The ILEC should ensure maintenance personnel have specific assignments and that their work is properly monitored. In addition, their system access rights should be controlled to avoid risks of unauthorized access to automated systems.



Software Release Policy -

The ILEC should ensure that the release of software is governed by formal procedures ensuring sign-off, packaging, regression testing, handover, etc.



Distribution of Software -

Specific internal control measures should be established to ensure distribution of the correct software element to the right place, with integrity, and in a timely manner with adequate audit trails.



(Source - Information Systems Audit and Control Foundation)
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ESCALATION PROCESS



If a CLEC has an issue or dispute with respect to the implementation plan or change approach, the following procedures should be followed:



The CLEC change control manager will contact the ILEC and indicate that a complaint is being issued and provide the following information: 



CLEC representative's name and phone number

Change control manager's name and phone number

Reason for escalation

Detailed CLEC business impact if the issue is not resolved

Description of the desired action

Remedy date

Any additional information that will help the ILEC evaluate the issue and its impact



The ILEC will respond immediately for Category 1 changes and within  'x'  number of hours for Category 2 & 3 changes with an assessment of actions that can be taken to remedy the situation.  (An 'x' is used as a placeholder throughout this document to indicate a timeframe with the number of hours or days to be determined.)



If the remedy is not acceptable, the CLEC will notify the ILEC and escalate the situation to its next higher level of management.  The ILEC will provide the next level of management name and telephone number to the CLEC at the time the ILEC is notified.



If escalating to higher levels of management within the ILEC fails to resolve the issue to the satisfaction of the CLEC(s), the CLEC(s) may escalate the issue further to the state commission or other proper authority for resolution.  



The CLEC change control manager should contact the ILEC's Account Manager when escalation is required.





 An example of an escalation process that includes these and other items is shown below:
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Sample Escalation Process for non-Emergency Change Controls



Guidelines

Process will include items that are defined as within the change control scope per the industry change control agreement (e.g., scheduling, prioritization, etc.).  The expectation is that most items will have already been assigned a change request(“CR”) number.

Items for escalation should have been shared with the industry as defined in the Industry Change Control Agreement.  

Escalations can involve issues related to the Change Control process itself.

The expectation is that escalation should occur only after normal Change Control procedures (e.g., communication timelines) have occurred per the Industry Change Control agreement for each CR Type.

Two Levels of escalation will be used. They include: 

Level 1: CLEC Change Control Director (or designated agent) to the ILEC change control manager

Level 2: CLEC Vice President (or designated agent) to the ILEC's Vice President

Each level will go through the same Cycle, which is described below. 

All escalation communications must be distributed to the industry and ILEC change control email unless there is a proprietary issue..  If the CLEC has not circulated a nonproprietary request to the e-mail list, the ILEC will forward the request to the list.  



Cycle

Item must be formally escalated as an e-mail sent to the appropriate escalation level within the ILEC with a copy to the industry and ILEC change control e-mail.

Subject of e-mail must be CLEC (CLEC Name) ESCALATION-CR#-Level of Escalation

Content of e-mail must include 

Definition and escalation of item.

History of item.

Reason for escalation.

Desired outcome of CLEC.

Impact to CLEC of not meeting the desired outcome or item remaining on current course of action as previously discussed at the Industry Change Control Meeting.

Contact information for appropriate Level including Name, Title, Phone Number, and E-mail ID.

For Level 2 escalation, it is not necessary to repeat information.  However, the e-mail submission should include any additional information since the last distribution, including the reason that the matter could not be resolved at Level 1.

ILEC will reply to escalation request with acknowledgement of receipt within 1 business day and begin escalation process through Level of escalation.

Within 5 business days of receipt (4 from acknowledgement), ILEC change control appropriate Director or  Vice President will reply through change control with ILEC's position and explanation for that position.  

The escalating CLEC should respond to the ILEC within 5 days as to whether escalation will continue or the ILEC's response has been accepted as closure to the item.

If the ILEC's position suggests a change in the current disposition of the item (i.e., what has already been communicated to the industry), a conference call will be held within 1 business day of the decision in order to arrive at industry consensus with the appropriate executives.

ILEC will publish the outcome of the conference call to the industry via e-mail.

For Type 1 issues, the escalation process is agreed to allow ILEC a one day turnaround rather than 5 for each cycle of escalation.

If unsatisfied with an outcome, either party can seek appropriate relief.
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M&Ps



Changes to order, pre-order, trouble administration and related processes must go through change control  regardless of type (e.g., manual, electronic, etc.).  The methods and procedures needed for a change control process are listed below:    



All change controls are routed through the ILEC change control manager

Change control is the responsibility of the ILEC in regard to its business requirements 

Deferred requirements will be part of the change control process.

Emergency releases will be part of the change control process.     

Any new or updated requirements will be handled by the ILEC.

If needed functionality is not documented in requirements, a change control will be submitted by the CLEC or ILEC and routed through the change control process.

When a production-down defect is identified, the ILEC will handle as an emergency release.

The ILEC must have internal change control procedures in place to support this process.

An ILEC representative will attend all change control meetings, take notes, provide written minutes of the meeting plus any impact information or other materials discussed or provided during the meeting to the CLECs within  'x'  days of the meeting, and open any change controls as a result of these meetings.













NOTIFICATION SCHEDULE







Category

�

1

Emergency

�

2

Critical

�

3

Standard

��

Time Limit To Notify Impacted Parties

�



max. 'x'  hours



�



max. 'x'  days 



�



max. 'x'  days 



��

Initial Contact Method





�

Verbal & Phone/Email/Fax to change control manager





�

Verbal & Phone/Email/Fax to change control manager





�

At the CLEC Forum or 

Verbal & Phone/Email/Fax to change control manager



��

Documentation Required

�

Change Control Form



�

Change Control Form



�

Formal Document & Change Control Form

��
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SEVERITY LEVELS



When submitting a change control, the originator must assign a level of severity, or category, on the change control notification form.



If the recipient disagrees with the category and the parties are unable to informally resolve the issue, either party may invoke the escalation process described in the escalation section of this document.  Changes are categorized as follows:



“Category 1” or “Emergency Change”

Emergency, Stops Production – Critical Fix -- A change that must be implemented immediately.  An emergency change may be the result of an emergency situation or regulatory mandate requiring immediate attention.



“Category 2” or “Critical Change”

Does not stop production, but affects key applications and causes interference with major systems/applications, or a change that addresses interim releases and/or updates, including software “bug” fixes.  A Category 2 change must be handled  quicker than a standard change, but is not an emergency.   Fixes must be implemented within  'x'  days and regulatory changes must be implemented when mandated.  (Examples may include, but are not limited to, the following - a mandated regulatory change, or an OBF change that the ILEC is either obligated or has agreed to implement but not immediately.)  



“Category 3” or “Standard Change”

Standard changes are major and other regularly scheduled releases that include, but are not limited to, the following:

1) a change that enhances the OSS interface process or corrects an OSS interface problem that has a work-around implemented;

2) a change that introduces new functionality to the preordering or ordering of services or trouble report processing, alters the business rules and methods and procedures that affect the manner by which a CLEC preorders or orders services, or that processes trouble reports;  or

3) documentation changes that provide clarification.  The change must be implemented within  'x'  days.  (Example - LSOG update.)
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TESTING



The testing phase of this change management process assumes that the ILEC has conducted internal quality testing prior to making the change available to CLECs.  All parties will cooperate to ensure that the change will function properly and efficiently.  Such testing will include end-to-end testing to test actual operational procedures and system interfaces in a production-like environment.  CLECs may request additional cooperative testing to ensure service performance and reliability.



The ILEC also supports a simulated customer test environment for CLEC testing.  CLECs have the option of using either environment.  Unit and system testing is the responsibility of the ILEC.  CLECs will conduct customer testing with the assistance of the ILEC.  The ILEC will provide resources to expedite and execute CLEC testing activities.



For Category 2 and 3 changes, the following testing steps will apply.  This will ensure that testing resources are available, improve the quality of the test and provide a structured approach to the testing process. 



Customer Test System Procedure for Category 2 & 3 Changes:



CLEC develops forecast of testing needs.

CLEC develops detail test plan.

CLEC develops test cases.

CLEC defines measures for test success.

CLEC determines when the change will be implemented in its production environment.

CLEC may conduct end-to-end testing with live accounts in the production environment

�



IMPLEMENTATION



The ILEC will implement changes approved by the CLEC forum.  If an eligible CLEC ("eligible CLEC" as used here and elsewhere in this document meaning a registered CLEC not owned or operated in whole or in part by the ILEC) determines that implementation of a change will cause problems, the CLEC must contact the ILEC, request a delay, and provide a written explanation for the request.  The ILEC will  review the explanation and respond to the CLEC with its decision within 1 day.  If the CLEC disagrees with the ILEC's determination, the CLEC may escalate its request for further review of the decision.  



CLECs determine if testing is required. If testing is required, the ILEC will provide customer implementation support as outlined in the testing section of this document.  Implementation dates may be postponed, but only under the following conditions:



1) By unanimous agreement of all CLECs and the ILEC, or 2) If a delay is caused by one’s party’s failure to fulfill the change requirements, the other party can delay implementation by providing written notice to the party failing to fulfill its change requirements.



Post-Implementation

To ensure proper functioning, the ILEC will closely monitor each change for at least  'x'  days following implementation.

If problems are discovered or reported within that timeframe, the ILEC will take necessary action to make corrections as an emergency release.   



Change Management Process

The following chart provides the activities and timetable for implementing a change. Unless otherwise indicated, the timeframes commence as of the date proper notification for the change control has been received. The customer test is dependent on the implementation activity and the timeframe noted represents the period from customer testing through implementation.  The following definitions apply to the steps described in the table below:



Change documentation - Written documentation (e.g., ILEC matrices, business rules, EDI mapping, etc.) as well as description of the change, perceived customer impact and urgency, if applicable.

Customer Impact Analysis - CLECs review the customer impact and discusses with the ILEC.  The ILEC will provide an understanding of the change in a timely manner.

Customer Test - CLEC testing in a production-like test environment prior to implementation.
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IMPLEMENTATION SCHEDULE







Category

�

1

Emergency

�

2

Critical

�

3

Standard

��

Notification Due

�

max.  'x'  days

�

max. 'x'  days 

�

max. 'x'  days

��

Documentation Due

�

Change Control Form



�

Change Control Form



�

Formal Document & Change Control Form

��

Customer Impact Analysis

�

N/A



�

within  'x'  days



�

within  'x'  days



��

Customer Test

�

N/A

�

On Request

�

On Request

��

Implementation Due

� 

Less than 1 day



�

1) fixes within  'x'  days 

2) regulatory as mandated

�

within  'x'  days



 ��
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BACK-OUT/RECOVERY



If a production problem occurs when a change is implemented, the ILEC will immediately notify the CLECs of the problem, what steps will be taken to recover, and the timeframe for recovery.  The ILEC will then back out the software release, restore production to its original state before the change was installed and implemented, and notify the CLECs when it has been done.



The ILEC will also notify the CLECs if an emergency fix will be made and when. 



The ILEC is responsible for initiating back-out and recovery procedures.  If the ILEC fails to do so, a CLEC may request a back-out.  When requesting a back-out, the CLEC will include the reason for back-out.  The ILEC must respond to the CLEC immediately with a status of the back-out request.



If the ILEC does not comply with a CLEC's request for a back-out, the CLEC may escalate the issue.













VERSION CONTROL



CLECs expect the ILEC to support 2 industry standard releases and the multiple versions within each industry standard.  The support of 2 versions would include backward compatible code for any type of change.  CLECs also support a Sunset and Sunrise period of 6 months.



Trouble Administration versioning will be negotiated.  Implementation of new or changes to existing industry standards will be coordinated between the CLECs and the ILEC.













REVISIONS



The change control process will be documented and maintained by the ILEC change control manager.  All changes, cosmetic or otherwise, must be approved by at least a 2/3 majority of eligible CLECs at the meeting.  Each CLEC is entitled to 1 vote.  



When approved,  the process document will be updated, stored on the ILEC's website, and distributed to CLECs by the ILEC change control manager.  The ILEC change control manager will notify CLECs of the IP address for the website where the document is located.



Trouble Administration revisions will be coordinated between the CLECs and the ILEC.
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MEETINGS



Change control meetings will be conducted at least once a month.  CLECs will determine the date & time of the meeting at the CLEC forum, and if they fail to do so, the Steering Committee is responsible for scheduling a date & time for the meeting.  



The ILEC change control manager is responsible for notifying CLECs and distributing agendas and other meeting materials to 

include, but not be limited to, actual change controls received from the CLECs, documentation of regulatory changes, minutes of the previous meeting as recorded by the CLECs, etc., at least  'x'  days in advance of the meeting.



CLECs can choose to attend meetings in person or participate by conference call.  The ILEC must make a conference bridge available for meetings, with the dial-in number and ID furnished with the agenda.



The ILEC change control manager will be responsible for preparing, maintaining, and  distributing minutes following the meeting.  The minutes must contain the name of each person who attends and the company they represent.  The conference bridge operator will be asked to conduct a roll call at the beginning of each meeting and to announce any other participants who join the meeting late.

 

Everyone who attends in person or by phone must identify themselves and the company they represent.



In the same way during a vote, those voting must identify themselves and the company they represent.  Only eligible CLECs may vote and each CLEC may cast only 1 vote.  



Emergency or special meetings may be held at the request of the ILEC or any eligible CLEC.  Notice must be provided at least  'x'  days in advance of the meeting and must contain an agenda plus any supporting meeting materials.



The ILEC change control manager will also update the status of change controls after the meeting and distribute it following the meeting as part of the meeting minutes.
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ORGANIZATION



The change control organizational structure must support the change control process.  Each position within the organization has defined roles and responsibilities as outlined below.  (See "Roles & Responsibilities" for more details.) 



Review Participants - Representatives from the CLECs and the ILEC.  This team meets periodically to review, prioritize, and make recommendations for change control requests.  The change control requests are used as input to internal change management processes. 



Steering Committee - Committee comprised of CLEC and ILEC representatives who meet periodically to facilitate compliance to the change control process.  Membership is open to all eligible CLECs on a voluntary basis.  When voting, each CLEC may cast only 1 vote each.

 

ILEC Change Control Manager - The ILEC change control manager is responsible for managing the change control process and is the point of contact for change requests.  This individual is responsible for maintaining the integrity of the change requests, preparing for and facilitating review meetings, presenting  change controls to the ILEC's internal change management process, and ensuring that all notifications are communicated to the appropriate parties.



CLEC Change Control Manager - The CLEC change control manager is responsible for presenting and prioritizing change controls at the review meetings, distributing supporting change control documentation to the CLEC industry 'x'  days before the meeting, maintaining the change control log, and returning a preliminary priority list to the ILEC change control manager at least  'x'  days before the meeting. 



Release Management Team - A team of CLEC and ILEC project managers who manage the implementation of scheduled  releases.
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ROLES/RESPONSIBILITIES



Identify need - The change control originator and the ILEC and CLEC change control managers complete the change control form and determine the need for enhancements based on any legal or contractual obligations.  They attach any related requirements and specification documents to the change control before submitting it to the ILEC



Open change control - The ILEC change control manager updates the change control log for new requests, sends acknowledgement notifications to CLEC change control managers, and establishes the status of the change control.



Validate change request for completeness - The ILEC change control manager reviews change controls for required information, verifies that change control specifications and related information are included, and requests clarification when needed.  If needed, he also updates the status to Pending.  The CLEC change control manager makes any necessary corrections per clarification notification and submits a response to the ILEC.



Review change controls for acceptance  - The ILEC change control manager reviews change controls and related information for content and determines the status of the request.  If the enhancement already exists he forwards a cancellation notice to the CLEC change control manager and updates the status to Canceled. If the request is valid, the status is updated to Pending in change control log.  If clarification has been requested but not received, a cancellation notice is sent to the CLEC.  Requests for additional information on cancelled requests should be referred to the ILEC change control manager.



Prepare for review - The ILEC change control change manager prepares the agenda, makes meeting preparations, updates the change control log with current status for new and existing change controls, and prepares and distributes the information package.  ILEC and CLEC change control managers analyze pending change controls against approved releases, develop priority lists, and establish desired due dates.  CLEC change control manager forwards the priority list to the ILEC prior to the meeting and distributes any additional documentation.  The change controls must be in Pending status prior to the meeting.



Conduct review meeting - The ILEC and CLEC change control managers review regulatory issues for impact, take presentations from originators, discuss impacts, review current release management statuses, prioritize change controls using the consolidated priority list, determine disposition of change controls, develop final change control list by interface, ‘Need by Dates’ and priority, update statuses to Complete as appropriate, and review issues and action items and assign owners.

 

Document review meeting results - The ILEC change control manager will prepare and distribute meeting minutes and related documentation. 



Internal change management processes- The ILEC and CLEC change control managers analyze change controls to determine impact, size, and estimates for those that meet criteria established by the internal change management process.  This ensures that participating parties are reviewing capacity and impacts to internal change management processes & schedules before assigning resources.



Conduct release package meeting - The ILEC and CLEC change control managers prepare an agenda, make meeting preparations, evaluate proposed release schedule, present proposed changes to the change control list, make recommendations for changes to proposed release schedule if needed, return non-scheduled change controls back to be evaluated, approve release packages with concensus, identify a release management project manager, if possible, and establish a date for the initial release management meeting.



Create release package notification - The ILEC change control manager develops and distributes the release notification package.  Maintenance/Defect Notification is provided prior to releases.

 

Release management and implementation - The ILEC change control manager and CLEC project managers provide project management and implementation of release.  Lead project manager communicates release status to the ILEC change control manager for inclusion in the enhancement review package.  Deliverables - release status, implementation date, project plan, risk assessment, executive summary, etc.
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CHANGE CONTROL FORM



Necessary elements of the change control form are grouped below by stage (request, response, and decision): 





- REQUEST -



Document Name/No.�



��Description�



��Originator 

� (name, company, phone, fax, email)



��Date Submitted�

��Reason/Type of Change



Category 1 - (Emergency Change) 

Stops production.



Category 2 - (Critical Change) 

Causes interference with major systems and/or  applications and interim releases and/or updates, including software “bug” fixes.



Category 3 - (Standard Change)  

Major releases & other regularly scheduled releases. 

���Business Impact*�



��Location Impacts*�



��Expected Benefits�



��Date Needed�[   ] Immediate      [   ] (TBD) days from the date received

��Status�[   ] New request   [   ]Open -  [   ] Closed -  [   ] Accepted -  [   ] Rejected

��Status Date�

��* Impacts - Each Change Control Board member is responsible for filling in the  impacts for his/her respective organizations based on the facts presented in this change request, at a Change Control Board meeting, or via email.





�

- RESPONSE -



Document Name/No.  (cont'd)�

��Change Request #�

��Date Received�

��Response Due Date�

��Review�



��Prioritization�



��Detailed Requirements�



��Solutions�(description, cost, schedule, resources, performance)



��Targeted Release�



��System Impacts*�



��Processes Impacted*�



��Documents Impacted*�Will this Change Request, if approved, affect other controlled documents?

[  ]  YES  - Which docs? - 

[  ] None��Performance Impacts*�

��Testing Impacts*�

��Environment Impacts*�

��Training Impacts*�

��Client Impacts*�

��Test Plan�(See separate document)

��* Impacts - Each Change Control Board member is responsible for filling in the  impacts for his/her respective organizations based on the facts presented in this change request, at a Change Control Board meeting, or via email.





- DECISION -



Document Name/No.  (cont'd)�

��Review Decision�[  ] Accepted  -  Date  __/__/__             

[  ] Rejected    -  Date  __/__/__

��Contact List 

���Distribution List����

FILLING OUT THE CHANGE CONTROL FORM





DOCUMENT NAME / NUMBER

Document name provides a brief description of the change request.



DESCRIPTION

A detailed description of the change being requested. This description should include information on how the change differs from the corresponding industry standard and how it impacts current processing.



REASON / TYPE OF CHANGE



Category 1 (Emergency Change) - (Emergency, Stops Production) – Critical Fix -- A change that must be implemented in less than 1 day.  An emergency change may be the result of an emergency situation or regulatory mandate that requires immediate implementation.  The fix must be implemented immediately.



Category 2 (Critical Change) - Does not stop production, but affects key applications and causes interference with major systems/applications, or a change that addresses interim releases and/or updates, including software “bug” fixes.  Must be handled  quicker than a standard change, but is not an emergency.   Fixes must be implemented within

       'x'  days and regulatory changes must be implemented when mandated.  (Examples may include, but are not limited to,  

       the following - a mandated regulatory change, or an OBF change that the ILEC is either obligated or has agreed to

       implement but not immediately.)  



Category 3 (Standard Change) -  Standard change management process for major and other regularly scheduled releases.  Includes, but is not limited to - 1) a change that enhances the OSS interface process or corrects an OSS interface problem that has a work-around implemented, 2) a change that introduces new functionality for the preordering or ordering of services, alters the business rules and methods and procedures that affect the manner by which a CLEC preorders or orders services, or 3) documentation changes that provide clarification.  The change must be implemented within 'x'  days.  (Example - an LSOG update.)



BUSINESS IMPACT

 States the impact of the change request to the business.



LOCATION IMPACT

Physical locations impacted by the change request.  (e.g., Colorado,  etc.)



REVIEW

The following types of change controls will be handled through the indicated channels -

Defects will be handled through the change control process as Category 1 Emergency changes. 

Bonafide Requests / Production Support will be handled by the ILEC Account Team

Enhancements will be handled through the change control process  



Review Process - If a CLEC has concerns with or needs further explanation about a change control, the following process will apply:



The CLEC will provide a written description of it’s concerns including business impacts and issues immediately following announcement and the ILEC will respond in writing within 3 days following the receipt of the CLEC document.



The ILEC agrees to take the proposed request under consideration and respond in writing within 'x'  days with implementation-level detailed information, such as specifications and testing plans.  If mutually agreeable, implementation of the change will follow the same guideline and timeframe agreed upon in this document.



If the CLEC continues to have concerns or requires further explanation/s the CLEC should present it’s issues/concerns to their Account Team for additional review.  If after that the CLEC still has concerns, they may be escalated to the next higher level of management.  The ILEC will make every effort to resolve and minimize the impacts and business concerns brought about by the changes inherent in interface and process management.









REVIEW

A package including the following information will be distributed to all participants  'x'   days prior to the review meeting:

Meeting Notice 

Agenda 

Minutes of the previous meeting

Current approved release package - description by release / interface 

List of change controls to be reviewed (Change Control Log) 

Copy of change control process document or IP address to it on the ILEC's web site 

Distribution list of participating CLEC change control managers 

Preliminary prioritization list form (to be completed by CLECs prior to the review meeting)



PRIORITIZATION

The Prioritization Review provides the forum for reviewing and prioritizing Pending change controls and generating new change controls.  Meetings will be held monthly, or more frequently if needed, and are open to all eligible CLECs..



Meetings will be structured according to category (pre-order, order, and maintenance) and will run in sequential sessions. 



During the review the originators will present their change controls.  This will be followed by a question and answer session.  After all presentations for a particular interface are complete, the prioritization process will begin. 



A review package containing all the change controls to be reviewed will be distributed  prior to the meeting.  Change controls must reach Pending status  prior to the distribution of the review package to be placed on the agenda. 



Prior to the meeting, participating CLECs will receive a preliminary prioritization list form. The CLECs should use this form to provide a preliminary ranking of enhancements by category and interface.  Individual rankings will be consolidated by the ILEC change control manager and handed out at the meeting. The ILEC change control managers must send their company's prioritization list to the ILEC 1 week prior to the meeting.



Final prioritization will be determined at the meeting after presentation of the change controls for each category.



Voting Rules - CLECs can vote on systems or interfaces they are currently using or intend to use, and have 1 vote each.  Forced ranking will be used (1 to N, with N being the highest).  Votes will be tallied to determine order of ranking by category and interface. 



In case of a tie, the affected change controls will be re-ranked and prioritized based on the re-ranking



DETAILED REQUIREMENTS

Includes any functional requirements such as inputs, outputs, processing rules, flow of work, and data elements requested.   Attach applicable  documents.



SOLUTIONS

The recommendations of the Change Control Board to satisfy the change request will be presented here.  This should include: persons  responsible to effect the change, what has to be changed, a high-level description of what the change, and an  implementation strategy.



TARGETED RELEASE

A release is the implementation of changes into the production environment.  Major  releases introduce new versions.  All other releases are considered minor releases.)



SYSTEM IMPACTS

Functional area affected by the change request ( e.g., pre-order, ordering, trouble maintenance, billing, other)



PROCESSES IMPACTED

This includes type of service impacted by the change request such as Resale, UNE, LNP, etc.







10/6/99	                 US WEST CHANGE CONTROL GAP ANALYSIS	                                            p.� PAGE �3� of � NUMPAGES �19� 








