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OIT Change Request Form             


	Requestor:       
	Phone:       

	Date Requested:       
	Change Date:       




	Team

	UNIX                                                         FORMCHECKBOX 

Windows                                                 FORMCHECKBOX 

Linux                                                        FORMCHECKBOX 

Data Center                                             FORMCHECKBOX 

Email                                                        FORMCHECKBOX 

Information Systems                              FORMCHECKBOX 

Network                                                   FORMCHECKBOX 

Telecom                                                   FORMCHECKBOX 




	Type of Change

	Software                                                FORMCHECKBOX 

Recurring                                                FORMCHECKBOX 

Hardware                                               FORMCHECKBOX 

Re-Scheduled                                         FORMCHECKBOX 

Vendor                                                   FORMCHECKBOX 

Break Fix                                                 FORMCHECKBOX 




	Change Description

	[Describe the nature of the change to be implemented.]

	Change Justification

	[Describe reason for and/or the key benefits of implementing the change.]


	Change Impact

	[Describe impact and risks associated with the change.]


	Business Approvals and Justification

	[Identify the business units affected by the change, identify business approver(s), and provide a brief description of the change in terms the business will understand.]


	Change Scheduling

	Date

Time (CST/CDT)

Duration

     
     
     
     
     
     



	Pre-Implementation Testing

	Testing Complete      FORMCHECKBOX 

Not Needed      FORMCHECKBOX 

Not Feasible      FORMCHECKBOX 




	Backout/Contingency Plan

	[Briefly describe backout and/or contigency plans for implementing the change. If no backout plan is needed or feasible, please indicate the reasons.]




	Approvals

	Assigned Technician

     
Supervisor

     
Business Approver Notification
 FORMCHECKBOX 






	Change Outcome

	Successful                                               FORMCHECKBOX 

Unsuccessful                                          FORMCHECKBOX 




	Post Implementation Notes

	[After the change has been completed, note any unforseen issues or hints to assist with similar changes in the future.]


