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Disclaimer: This sample policy is for informational purposes only and does not constitute legal advice. It is a generic template that may not suit your specific circumstances and should therefore be customized to fit your company’s key security risks, specific business needs, and internal processes. Before adopting or revising this policy, you should consult legal counsel and security professionals to conformance with all applicable laws and current security best practices. The use of this policy is solely at your own risk. Under no circumstances shall Trusted Partner Network, LLC (or any affiliated person(s)) be liable for any damages, claims, losses, or any other cost whatsoever arising out of the use of this policy or any part thereof. 
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[bookmark: _Toc199861371][bookmark: _Toc199861430][bookmark: _1._Objective]1. Objective
The purpose of this Change Control Policy is to establish a standardized process for requesting, evaluating, approving, implementing, and tracking changes to an organization’s systems, applications, infrastructure, and network components. This policy is designed to minimize operational risk and impact while ensuring system security, integrity, and availability.

[bookmark: _Toc199861372][bookmark: _Toc199861431][bookmark: _2._Scope]2. Scope
This policy applies to all personnel involved in initiating, evaluating, approving, implementing, or monitoring changes to:
· IT infrastructure
· Data components
· Software applications
· Network configurations
· Deployment of new hardware
· Cloud Providers & Co-Locations
· Any other production or non-production system assets owned, maintained, or developed by the organization

[bookmark: _Toc199861373][bookmark: _Toc199861432][bookmark: _3._Change_Request]3. Change Request Requirements
A Change Control Board should be established, and all change requests should follow a formal process that includes appropriate documentation and evaluation with the following guidelines:
· Maintain an up-to-date inventory of the organization’s systems and assets (e.g., Configuration Management Database (CMDB))
· Include the following details in change requests:
· Date of submission and scheduled date/time of the change
· Change category (e.g., Planned, Emergency, Unapproved)
· Name and contact information of the change requestor
· Approver and implementer details
· All relevant systems, data, infrastructure, software, and user groups affected by the change should be clearly identified
· A detailed, step-by-step description of the change (e.g., configuration update, proposed feature, purpose, benefits, bug fix, feature release)
· Risk and impact rating
· Rollback procedure

[bookmark: _4._Risk_Assessment]4. Evaluation
A complete evaluation of the proposed change should be conducted to identify compatibility issues, downtime, or security vulnerabilities. This includes but is not limited to:
· Potential security considerations
· Roll-back or recovery plan
· Final status (success/failure)
· Change requests with high risk or impact should include documented test methodologies and results prior to approval.
· Changes with significant operational impact should be scheduled within authorized change windows, such as: 
· Sunday to Thursday evenings (post-business hours)
· Weekends between 9:00 AM and 5:00 PM
[bookmark: _Toc199861374][bookmark: _Toc199861433][bookmark: _5._Change_Approval]5. Change Approval
A Change Control Board (CCB) should include, but is not limited to:
· IT Operations
· Application owner(s)
· Resource Owner(s)
· Any team members designated by management as necessary to the change process

These staff, along with other relevant department leads, should review and approve all change requests. To comply with segregation of duties Best Practices, the change requestor cannot also be the approver.

[bookmark: _Toc199861375][bookmark: _Toc199861434][bookmark: _6._Change_Implementation]6. Change Implementation Procedures
Once approved:
· Approved changes should be communicated to all relevant stakeholders who will be impacted or have an interest in the change
· If there is a planned impact on availability, stakeholders should be notified in advance to review, discuss, and prepare for the changes.
· Where applicable, employees should receive notification before any changes occur. 
· Identify all impacted computer software, data files, database entities, user groups, and infrastructure

[bookmark: _7._Communication]7. Communication
After implementation, communicate what changes were made, why they were made, and whether users were affected. Any new processes or procedures should be fully documented and shared with all relevant parties listed below, ensuring the documentation includes all details outlined in the request requirements.
· Stakeholders
· Relevant Team Members
· Project Managers
· Third Party stakeholders, employees, or relevant parties

If a change cannot be completed as planned:
· The change should be stopped and a roll back procedure initiated in accordance with the documented plan
· The change request should be updated to reflect failure, and a new request should be submitted if necessary
· All change documentation, including approvals and test results, should be retained in accordance with the organization’s Data Retention and Data Classification Policies
· Backups and roll-back procedures should be documented, tested, and maintained

[bookmark: _8._Emergency_Changes]8. Emergency Changes
[bookmark: _Int_eXzpR8Ak]Emergency changes are modifications that must be implemented immediately to address critical issues such as system outages, security vulnerabilities, or imminent operational risk. These changes bypass the standard change review process due to their urgent nature but must still follow a documented expedited procedure. These procedures are similar to standard change request requirements but should also include:
· Reason for the emergency change
· Immediate review of the success and/or impact of the change
· The person authorized to override and approve an emergency change

[bookmark: _Toc199861376][bookmark: _Toc199861435][bookmark: _9._Unapproved_Changes]9. Unapproved Changes
All unauthorized changes should be immediately reported to Management for investigation. The affected data or system should be isolated / disconnected from the network, and steps taken to identify the people involved. If the change was accidental or due to a misunderstanding, additional training or support should be conducted to prevent future occurrences. 
[bookmark: _Toc199861378][bookmark: _Toc199861437][bookmark: _10._Non-Compliance]10. Non-Compliance
[bookmark: _Int_TFMcRHPv]Compliance with this policy will be monitored through audits, automated reporting, and feedback from the policy owner. Any individual found to be in violation of this policy may face disciplinary actions, which may include termination of employment or contractual agreement. The severity of the response will depend on the nature, intent, and impact of the violation.

[bookmark: _Toc199861379][bookmark: _Toc199861438][bookmark: _11._Roles_and]11. Roles and Responsibilities
Senior management is responsible for approving, periodic review, and maintenance of this policy. Department leads and staff are responsible for the implementation of applicable procedures in their operational areas.
[bookmark: _Toc199861380][bookmark: _Toc199861439][bookmark: _12._Policy_Review]
12. Policy Review and Maintenance
This policy should be reviewed annually or whenever significant organizational or technical changes occur, such as infrastructure, applications, or system components.
A formal Change Control process should be established and periodically reviewed to support the proper vetting and approval of updates to data, applications, infrastructure, and systems, and approved by management. This process should include:

· Maintaining an up-to-date inventory of systems (e.g., CMDB), software, databases, and components
· Identifying affected infrastructure, data, and systems
· Assessing and managing risks, including security controls and considerations
· Documenting and retain all change activities, test results, and approvals
· Identify and manage risks, include security controls associated with changes to data, applications, network infrastructure and systems
· Confirm appropriate backups or roll-back procedures in place and have been tested
· Confirm separation of duties between change initiators and approvers

[bookmark: ChangeLog]13. Change Log
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