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1. 
Purpose: 


This charter establishes the business process and controls for the introduction, prioritization, approval/denial, and implementation of any changes to the Purchase Request Data Standard (PRDS).  It also describes the composition, function, responsibilities, and authority of the PRDS Program Change Control Board (CCB). It grants authority to the Board for accomplishing change control responsibilities. 
This document will be revised periodically to reflect appropriate changes in the CM process or CCB composition and level of authority.
2. Background: 

The Purchase Request Data Standard (PRDS) is a system-agnostic data standard that is intended to be adopted and implemented DoD-wide for the creation, translation, processing, and sharing of purchase request actions. It defines the minimum requirements for purchase request system output to improve visibility and accuracy of requisition-related data, to support interoperability of DoD acquisition and financial systems and to standardize and streamline the procure-to-pay business process. Further, the PRDS will improve visibility of requisition-related data, enabling senior DoD leadership to make better informed business decisions. And finally, this data standard will support future migration to enterprise and federal systems and processes where appropriate.  
The output of PRDS is required when the receiving system is outside of the originating system.
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The PRDS was established in two phases via memo from the Deputy Under Secretary of Defense: DUSD A&T Memo – Publication of Procurement Data Standard, Phase 1 (July 21, 2008) and DUSD A&T Memo - Publication of Procurement Data Standard, Phase 2 (July 31, 2009).  Phase 1 established the data format for contract actions and awards, and Phase 2 added data format for modifications.  Future phases are expected.

Further information is located at the following website: “http://www.acq.osd.mil/dpap/pdi/eb/procurement_data_standard.html.”
3. Scope: 

The PRDS consists of several integrated elements:

· Schema: The schema provides a full “layout” of the data standards, and illustrates the interrelationships between various elements and sections of the standard.  It is provided in two formats: XML tagged schema and in a “picture” version which can be viewed in HTML.

· Business Rules: The business rules are validations that are provided external to the schema, but provide instructions on how various elements of the schema must be used or applied.

· Annotations and Enumeration: The annotations and enumerations lists provide valid content for fields within the schema, for example the elements that would populate a drop down list.

The current version of these elements is available for review and download at: 
http://www.acq.osd.mil/dpap/pdi/eb/prds_data_standard.html

This Change Management process covers any and all changes to the PRDS and all of its component parts described above.  

4. Process Overview:

The Change Management (CM) process is intended to address any needed changes to the PRDS schema, including 

· Issues found in development, testing, and deployment

· Planned expansion of schema

· Changes to regulations

The PRDS is created and managed by a Program Management Office type organization.  This includes the co-PMs who reside in the Defense Procurement and Acquisition Policy E-Business Office and the Deputy Chief Financial Officer Business Integration Office.  Because the PRDS has the potential for Department-wide impacts, changes are overseen by a Change Control Board with representation from all the major services and agencies within the DoD.  The CCB is provided guidance and advice from various organizations within DoD who can provide key information and perspectives as needed.  The PRDS Program Managers are also the co-chairs of the PRDS Change Control Board.  Strategic direction and overall oversight of the PRDS is provided by the PRDS Director.
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The PRDS change management process goals are to:

· Ensure changes to the PRDS are appropriate and accurate
· Make changes that Improve data quality or otherwise improve the functioning of the schema

· Ensure no unnecessary perturbations to downstream systems

· Make changes in a timely manner

To that end, a two-tiered process model is provided.  The tiers are established based on the level of expected impact of each change.
Tier I changes are minor changes not affecting sending systems, e.g.

· Add a allowable value to an annotation list

· Relaxing of an edit

· Routine system changes resulting from external law or regulatory and policy changes (such as technical standard changes that would not affect external systems)

Tier II changes include all Major changes, e.g.

· New data elements

· New Business Rules

· Tightening of an edit

The process is as follows:

1. Requests for changes may be submitted by contract writing systems (CWSs), purchase requests systems, accounting systems, other applicable systems and policy organizations.  Changes must be provided on the Engineering Change Proposal form provided in Attachment 1.
2. The PRDS CCB Chairs determines the level of the change and assigns it as Tier 1 or Tier 2.  
3. If it is deemed to be a Tier 1 change, the Chairs review the change and obtain appropriate advisory assistance.  If deemed appropriate, the Chair approves the change.  The CCB Secretary documents the change and routes this information to CCB members for reference.  
4. If it is deemed a Tier 2 change, it is sent to CCB for review.  The CCB obtains appropriate advisory assistance and either approves or disapproves the change.

5. Approved changes are prioritized by the CCB and sent to the PMO for scheduling.  
6. The PMO schedules the changes in keeping with the CCB priority and resource considerations. Changes may be grouped into a version change.    
7. If the CCB disagrees or deadlocks, or the change is deemed controversial/high risk, or if it carries major cost drivers, the change will be forwarded to the PRDS Directors for decision. All requests not approved will be returned accompanied with an explanation of the reasons for the disapproval. 

5. Publication of Changes 

Because of its potential for significant impact to the systems and processes within the DoD supply chain, it is essential that changes to the PRDS be widely and promptly disseminated.
· Minor changes (Tier 1) will be published as needed, but no more than once per month, denoted with the third digit, e.g. 2.2.1

· Major changes (Tier 2) will be published no more than quarterly, denoted with the second digit, e.g. 2.3
· New versions will be published no more than annually, denoted with the first digit, e.g. 3.0

· All revisions will be posted to DPAP web site, and sent to CCB members and known DoD CWS, PR and accounting system program offices.
6. CCB Membership: 

The membership of the CCB consists of a representative from each of the organizations identified below.  A primary and an alternate from each of the organizations must be designated in writing by the appropriate organization official.  Members will notify the CCB Secretary in writing of changes to their designated primary and alternate members. The designated members should be delegated full authority to represent their organizations at the CCB.  In the absence of the primary member, the alternate member should be present who has full authority to act on behalf of the represented organization.  The CCB will review system change requests, recommend changes, assign action items, establish action due dates, establish priorities, maintain schedules, and ensure Board activities are properly documented. 

The CCB composition includes the following Voting Members:
1. PRDS Chairpersons (DPAP and DCFO BIO)
2. Department of the Army

3. Department of the Air Force

4. Department of the Navy

5. Defense Logistics Agency (DLA)
6. Defense Finance and Accounting Service (DFAS)
The following organizations shall have advisory (non-voting) membership:

1. Contract Writing System Program Offices
2. Purchase Request System Program Offices

3. Accounting System Program Offices (this includes Intragovernmental Program Offices)
Additional non-voting roles include:

1. CCB Secretary

2. CCB Technical Advisors

Note: The names of the people holding the aforementioned positions will be documented in the minutes of each meeting.  
7. Change Control Board Responsibilities: 

· The CCB will be established to review and prioritize changes proposed to the PRDS.  The CCB is a voting board. It will approve proposed system changes as authorized by this Charter. 

· The CCB will make collective recommendations to the CCB Chairpersons outlining priorities, requirements, anticipated costs, schedule impacts, and outcomes.  To do so, the CCB will:

a. Ensure that proposed changes to documentation are systematically evaluated with respect to impact on other related program elements.

b. Determine if a requested change is an enhancement or a required fix, and determine needed level of approval for any proposed change.

c. Recommend action on proposals and system change requests from Board members or external sources. (This includes examining the change request for reasonableness and consistency, and considering the effects on overall system performance and compatibility requirements, before approving a change.)

d. Obtain technical evaluations of proposed changes to inform decisions. 

e. Approve change requests consistent with this Charter. 

f. Ensure that only approved changes are implemented. 

g. Maintain a record of all proposed changes. 
h.   Vote to sunset/retire older versions of the schema.

8. PRDS Directors (One level above the CCB Chairperson) Responsibilities: 

The PRDS Directors (Director, DPAP PDI and Director, DCFO BIO) are responsible for the following:
a. Appoint the CCB Chairperson and alternate CCB Chairperson.
b. Determine the disposition on controversial, high cost, and high risk systems changes recommended by CCB voting members.
c. Review and make disposition on appeals of system change priority assigned by the Board. 

9. CCB Chairpersons Responsibilities: 

The Chairpersons are responsible for conducting CCB meetings, ensuring adherence to disciplined change-management procedures, and ensuring timely CCB recommendations/decisions based on current factual data. The Chairpersons will make recommendations/decisions on all change requests and related issues, and will coordinate with the appropriate organization(s) on the implementation dates. The Chairperson’s specific responsibilities are listed below:   

a. Preside over the CCB. 

b. Appoint the CCB Secretary and alternate CCB Secretary. 

c. Direct preparation, staffing, and approval of the Change Management Plan, changes to the CCB charter, and officially appoint CCB members. 

d. Determine the need for and convene CCB meetings. 

e. Request and evaluate impact analysis on requested changes. 

f. Keep higher management advised of significant changes. 

g. Establish criteria for the acceptability of proposed changes. 

h. Determine who or what organizations need to be involved in review of a change request. 

i. Assign action items, as required. 

j. Direct disposition of each CCB system change request by taking one of the following courses of action: 

(1) 
Approves or conditionally approves change requests when the voting Board members present approve them. 

(2) 
Refers controversial requests to the PRDS Directors for review and decision. 

(3) 
Returns the recommended request to the originator(s) for additional information or clarification. 

k. Approve the CCB minutes and directives submitted by the CCB Secretary for distribution to all CCB members. 

l. Present CCB recommendations or issues for review within fifteen business days of CCB meeting, as appropriate. 

m. Provide regular updates to the board on such non-controversial changes.

n. Either supply a Secretary or perform the role of the Secretary to ensure all meetings and changes are fully documented.

10. CCB Secretary Responsibilities:  

The Secretary is responsible for administering all CCB procedures and actions, and for serving as recorder at all CCB meetings. This includes performing all administrative functions required to support the CCB and coordinating with the members to ensure that Board actions are properly presented and documented. In the absence of the CCB Secretary, the alternate will perform the duties of the CCB Secretary. The Secretary’s responsibilities are listed below: 

a. Develop, publish, and distribute the CCB agenda and meeting schedule to designated organizations and CCB members. 
b. Receive change requests, establish CCB item records, open a case file for each item, and ensure the AT&L website is updated as required.  
c. Distribute the change requests to CCB members for their review prior to CCB meetings. 
d. Document attendance and record the minutes of each CCB meeting, and distribute final minutes to each CCB member within five business days of approval. 
e. Ensure required coordination of changes is accomplished prior to implementation. 
f. Ensure the Board action is documented for each change request, and advise requesting organization of the action taken by the CCB. 
g. Maintain a current list of appointments to the CCB and publish to the AT&L website. Review currency of the list at least semiannually. 
h. Maintain a file of applicable regulations, policies, and correspondence pertaining to CCB functions. 
i. Maintains the CCB Charter.   

j.
Direct the publication of changes to the PRDS as per the publication guidelines laid out above.

11. Individual CCB Member Responsibilities:  

Individual CCB members will review all changes and other agenda items presented to the CCB, and act as voting members (where applicable) and advisors to the CCB Chairperson by representing their organizational position and presenting operational or organizational concerns to the Chairperson. The CCB member’s responsibilities are listed below: 

a. Act as the CCB focal point within their organization ensuring that change requests and agenda items are fully coordinated within their organization, and all concerns, questions, or problems are addressed. 
b. Review and evaluate the effect of agenda items before CCB meetings.
c. Obtain sufficient information needed to assess the effect of the change, and participate in the CCB review. 
d. Complete an impact analysis detailing the impact of the change(s) to the organization that the member is representing. 
e. Coordinate with Procurement and Accounting system implementation teams to ensure appropriate levels of testing are performed in support of data standard changes.

f. Provide to the CCB Secretary requested CCB agenda items and supporting documents at least fifteen business days prior to the scheduled meeting.  
g. Attend CCB meetings or send the designated alternate. Alternates may attend meetings with the primary Board member. 
h. Ensure action items assigned are completed by established deadlines. 
12. Technical or Functional Representatives Responsibilities: 

The Technical or Functional Representatives will serve in an advisory capacity on matters where their technical or functional knowledge is required for a particular agenda item. These representatives will attend meetings on an as-needed basis. 

13. CCB Meetings: 

The CCB Chairpersons will schedule CCB meetings on an “as required” basis; however, at least one meeting will occur every month.  CCB meetings will be guided by the priority of the agenda items requiring action.  In the absence of the Chairperson, a designated alternate Chairperson operates with full authority as provided by the CCB Charter and implementing directives. A quorum for CCB meetings occurs when 50 percent of the voting members are present. Provided a quorum is present, recommendations agreed upon during the meeting will not be further coordinated with organizations not in attendance.  

The CCB requires sufficient expertise in appropriate functional and technical areas to render sound decisions on proposed changes and system-related issues. Depending on the type of change proposed, the CCB may require specialized advice. With approval of the CCB Chairpersons, functional and technical advisors from DoD as well as from external sources may be invited to participate in the CCB. The CCB Secretary will provide these advisors background information in advance of the CCB meeting. 

14. Implementation of Changes:  

A primary objective of the CCB is to prioritize system change requests recommended for implementation. The CCB will determine the recommended system change request priority. All system changes that are approved will be assigned one of the following priority categories: 

a. Emergency change: An emergency priority is assigned to changes which, if not accomplished without delay, may: 

(1) Seriously compromise system security, 

(2) Result in a catastrophic degradation of system performance or capabilities, or 

(3) Result in non-compliance with law or court decision where timeliness is critical. 

Implementation of an action to address emergency change requests will typically begin within 24-hours of approval. 

b. 
Urgent Change:   An urgent priority is assigned to changes when failure to implement the change may lead to the following: 

(1) 
System performance or capabilities may be seriously affected, or a cumbersome and time-consuming alternative may be required, 

(2) 
Schedules may slip or costs may increase, 

(3) 
Critical products may be unusable, 

(4) 
New or changed regulatory requirement with a stringent completion date cannot be met, or 

(5) 
Result in non-compliance with law or court decision where timeliness is important but not critical. 

c. 
Regular Change:   Any change not deemed Emergency or Urgent will be considered Regular.

As described above, once the priority has been assigned, the PRDS PM will schedule the change considering the priority order for implementation of the change, the development schedule, and other resource considerations.  The PM will advise the CCB when changes have been scheduled.  Disagreements over the scheduling may be brought to the PRDS Director for resolution as needed.
15. Sunsetting of Old/Outdated Schema:  

As changes are implemented, the older version of the PRDS must be replaced or sunsetted.  For minor (Tier 1) changes, validation maps will be updated as soon as possible after publication, in coordination with the CCB members.  Maps for major (Tier 2) changes and new versions will be released as soon as possible after publication.

As new versions are released, the older versions will be sunsetted upon approval of the CCB.  These versions will remain posted on the DPAP website but will be marked as obsolete prior versions.
Attachment 1 – Engineering Change Proposal Form
1. Title of Change Request:

2. Presented By (Agency/Submitter Name):

3. Technical POC:
4. Functional POC:

5. Principal Staff Assistant:
6. What business problem exists, and what are the effects of this problem?
7. Provide a description of the solution/change requested.

8. Summarize the benefits of the capabilities achieved by this ECP:
9. Summarize the risks and impacts of the capabilities achieved by this ECP:
10. Are there any Federal of DoD level statutes, regulations, or policy mandates requiring the implementation of this requirement?  If so, please cite here.

11. Does this ECP achieve new functionality, or is it an enhancement or replacement of existing capabilities?
12. Will this new functionality or enhancement require training for end users?  If yes, please explain.

13. Does this ECP address a data integrity issue? If yes, explain.
14. In your opinion, is this a Tier 1 or Tier 2 change?

	Tier 1


	Tier 2



	Update to an existing enumeration list
	Data elements being created, modified, or deleted

	Minor change not affecting data structure.


	Will affect other components



	
	New business rule
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