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1. Purpose

This procedure establishes a Directorate policies change-management process that will be used to control changes to Directorate level policies and procedures. 
2. Scope

This procedure applies to:

a. Change control of Directorate level policies and procedures



3. Definitions and Acronyms

	3.1
	Change Request
	A form to request a change to policies and procedures 

	3.2
	Code P
	The Project Management and Engineering Directorate

	3.3
	 DCCB
	Directorate Change Control Board
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5. Flowchart
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6. [image: image2.png]Responsibilities

6.1. 

6.2. Director of Code P: Establish and maintain a directorate change control process and DCCB. Approve/disapprove change to policy and procedure.
6.3. Deputy Director of Code P: Chair the DCCB made up of the following Code P members:

- Division Chiefs


- Office Chiefs



Chief Engineer/Systems Management Office



Project Management Office



New Business Office


- Project Managers of major Code P projects



5.3 5.3 
DCCB: Manages 
change control of Code P policies and procedures.












7. 
8. Procedure


6.1
Changes to Directorate Policies and Procedures:

6.1.1
A change request is submitted to the DCCB using form P.03.1.

6.1.2 The DCCB reviews proposed changes in detail with the change requestor, and recommends approval/disapproval to Code P Director. 

6.1.3 Director approves/disapproves changes and ensures approved 
changes are implemented. 



6.2.2 
6.2.2.1 
6.2.2.2 




6.3.1 
6.3.2 

6.3.2 



8.1. 

8.1.1. 

8.1.2. 

8.1.3. 

8.1.4. 

8.2. 
8.2.1. 
8.2.2. 
8.2.3. 
8.2.3.1. 
8.2.3.2. 
8.2.3.3. 
8.2.3.4. 
8.2.3.5. 
8.2.4. 
8.3. 
9. Metrics

None


10. Records

The following Records will be kept:
	Required Record
	Custodian

	DCCB Minutes
	DCCB Secretary

	
	


Table 1 Records Retention
	Identification
	Collection
	Indexing
	Accessing
	Minimum Retention

	DCCB Minutes
	DCCB Secretary
	Change Control #
	Generally Available
	5 years  or end of project, which ever is greater


Maintenance:
These Records are maintained in an office environment.

Disposition:

These Records are shredded at the end of retention. 

Storage:

Not applicable
9.

Form(s)        








	FORM
	TITLE

	P.03.1
	Change Request Form
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