[image: ]	Request for Change
CI – Division of Academic & Information Technology		Request for Change – Page 2 of 2


	Step 1. What is this change?
	Date Submitted
	RFC #

	Provide a short description of this change. If this change is affiliated with a project, provide the name of the project.

	Enter date submitted
	Office use only



	Step 2. Why is this change being performed?
	Step 3. Type of Change

	Provide adequate justification for this change here.

	What kind of a change is this? Consult the A&IT Change Control Business Practice for definitions.
Minor 
Major (standard)
Urgent (standard)
Emergency (standard)


Step 4. Personnel Involved
	Client/Requestor
	A&IT Change Initiator
	A&IT Change Manager
	A&IT Change Team
	A&IT Quality Assurance Team

	Click here to enter text
	Click here to enter text.
	Click here to enter text.
	List all responsible A&IT staff members.
	List all responsible A&IT staff members.


Step 5. Affected Systems and Services
	List all affected systems or services.
	Enter the systems or services here.

	Does this change relate strictly to content?
	Enter yes or no.

	Are enterprise systems or services involved?
	Enter yes or no.

	Does this change affect more than 
10% of University users?
	Enter yes or no, and list who is affected.

	Will this change require more than 
15 minutes to accomplish? 
	Enter yes or no.

	Does the change impact any systems that contain or transfer Level 1 or Level 2 data?
	Enter yes or no.

	What security considerations might apply to this change?

	Click here to enter text.



Step 6. Notifications Required
	Who must be informed of the 
downtime required for this change?
	List all parties that must be informed of the downtime required for this change.


	Who must be informed of the 
non-downtime impacts of this change?
	List all parties that must be informed of non-downtime impacts of this change.


	When and how will affected users and stakeholders be informed of this change?
	Explain how and when users and stakeholders will be notified




Step 7. Timing of Change
	When is the work expected to start for this change?
	Provide start times and dates for this change. In particular, provide start time and date for interruptive work.


	When is the work expected to end for this change?
	Provide end times and dates for this change. In particular, provide end times and dates for interruptive work.


	How much time will verification take for this change? How much time will it take to revert the change (if required)?
	




Step 8. Testing, Reversibility, and Verification
	Has this change been tested in a test system?

	Enter yes or no.


	If you answered “yes” above, please provide details or a test report. If you answered “no” above, provide written justification for the lack of testing.

	Provide adequate documentation.


	How can this change be reversed? If the change cannot be reversed, provide a reason for a lack of reversibility.

	Provide adequate documentation.


	How will you know if the change is successfully implemented?

	Provide adequate documentation.





Attach: Any supporting documentation.
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A&IT OneCard Support Form

Use this form to report any issues. Fislds marked with an * are required

Cardholder name *

Cardholder email address *

Card number (Dolphin ID number or Guest card number)

Cardholder phone number

LT
Issue Type (check all that apply) *
Card - Other

Card - Balance/ Charges

DOCK - Add Funds

DOCK - Guest Card

DOCK - Other
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