Example Request for Change

	Unique identifier
	Asset tag 21383

	Name of item
	Compaq file server [server name], B Block Computer Room

	Brief description of change
	Installation of CheckIT network monitoring software on server 

	Reason for change
	Evaluation of new network monitoring software

	Full details of change
	· Check backups successful

· Install CheckIT software

· Check all services are still operational

· Test CheckIT software

	Impact on services and users
	· None

	Impact and risk of change failure
	· Failure may require CheckIT software to be removed and server rebooted

· If CheckIT software installation caused the server to corrupt the server may have to be rebuilt

· Estimated time to rebuild, restore and recover: 6 hours

· Impact on services and users as above

· Risk is low – CheckIT software is compatible with server operating system

	Fallback plan
	· Remove CheckIT software and reboot server

· If the server is still corrupt restore operating system and data from tape

· Restart server

· Test server and data

NB Tapes required on site in advance of change

	Date of change
	Friday 26 September 2003

	Time of change
	1800–1900 

	Originator
	Andrew Powell, Network Manager

	
	Signatures

	Initial Approver
	Debbie Wiggins, ICT Co-ordinator
	D Wiggins

	Peer Reviewer
	James Burke, Supplier Representative
	J Burke

	Final Approver
	Debbie Wiggins (for School Head)
	D Wiggins

	
	Success
	Failure

	Implementer
	Andrew Powell, Network Manager
	
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