BSCP40
Change Management
Version 11.0

4.1
Draft CP Form
	Draft Change Proposal – BSCP40/01

	DCP No:

Version No: 

(mandatory by BSCCo)

	

	Title (mandatory by originator)

	Description of Problem/Issue (mandatory by originator)



	Justification for Change (mandatory by originator)



	Proposed Solution(s) (mandatory by originator)



	Version History (mandatory by BSCCo)

	Has this DCP been raised for discussion by a Working Group (optional by originator): Y/N*

(delete as appropriate)


	Originator’s Details:

BCA Name……………………………………………………….

Organisation……………………………………………………………………………………

Email Address…………………………………………………………………………………..

Telephone Number……………………………………………………………………………..

Date………………………………………………………………



	Attachments: Y/N*             (If Yes, No. of Pages attached:……….)  

(delete as appropriate)


4.2
Draft CP Form Guidelines

These guidelines are to be used to assist in the completion of the Draft CP Form, given in Appendix 4.1.  The guidelines state who should complete each item on the form and whether it is mandatory or optional.  They also give a brief description of the information that should be given for each item.  For further guidance please contact your BCA/PACA.
· Title – mandatory completion by originator – title of Change Proposal.

· DCP No. – mandatory completion by BSCCo – unique number allocated for each individual Draft CP in the Change Management System.
· Version No. – mandatory completion by originator – when first submitted by the originator, the Draft CP should have a version number of v0.1.  Following discussions with BSCCo, any changes required following those discussions, the Draft CP should be updated to v1.0.  Should any further amendments/additions/deletions be required to the Draft CP during its lifecycle, the version number should be updated to v2.0, v3.0, etc.
· Description of Problem/Issues - mandatory completion by originator - a statement of the issue/problem.

· Justification for Change – mandatory completion by originator – details of the business case for implementing the proposed change.  This section should also include a brief risk assessment of the problem/issue, associated with leaving it unresolved, in terms of materiality and probability of occurrence.

· Proposed Solution(s) – mandatory completion by originator – brief description of all possible solutions to the issue/problem, indicating any preferences and the reasons for these. The originator should also highlight any potentially impacted Configurable Items where known.
· Version History – mandatory completion by BSCCo – details of any previous Versions of the Draft CP.  Details of what has changed between versions.  If this is the first version then this will be indicated in this section.
· Has this DCP been raised for discussion by a Working Group: if yes, indicate that the DCP has been raised for discussion by a Working Group.
· Originator’s Details – mandatory by originator – the name, organisation, email address and telephone number of the originator and the date on which the originator raised the CP.
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