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ASAP Change Management Process


A request must be submitted (electronically or by fax) to have the change request considered.  Anyone within the ASAP project team, user community, RFC, or FRB can submit a change request.  Information is completed on the request as it moves through the process.  The request is completed by the originator and forwarded to the ASAP Liaison Office.

Requester Information


The request includes the following:

Control Number:  Assigned by FMS when the change request is received so it can be tracked to completion.

Short Description:  Completed by the Originator to briefly describe the type of change being requested, date submitted, name, organization, email address, and phone number.  

Function Impacted:  Selected by the Originator to identify which function requires modification.  

The following three steps must be completed by the Originator:  

1.  Proposed Change Description and References – Details the change being proposed.  Include any reference material to assist reviewers (e.g., screen shots).  

2.  Justification – Describes the need and/or benefit of implementing this change.  A benefit statement (i.e., How users will benefit from the change?) should also be included.  

3.  Impact Statement – Describes the impact if the change is not implemented (i.e., How will it adversely affect the use of the system?).

When complete, the change request can be submitted via email to:  mailto:ASAP.questions@fms.treas.gov .  Please note the following in the subject line:  ASAP Change Management Request.  You can also send the change request by fax to:  (202) 874-6907.  Please email Ashton Dunbar (ashton.dunbar@fms.treas.gov) if you are sending the change request via fax, or if you have any questions.  

Change Request Review


The ASAP Liaison team will review the change request for completeness and refer the request to the ASAP Change Management Review Board who will review and decide to approve or reject the request.  All change requests will be reviewed on a regular basis.  

The ASAP Change Management Review Board will have 45 calendar days to ensure the Change Management Request is discussed, reviewed, and final results communicated to the Originator of the request.  

FMS Evaluation and Response


The ASAP Change Management Review Board can take one of the following actions:

APPROVAL:  The Change Management Request is approved and Release version annotated.  The Change Management Review Board will determine the priority of the Change Request as HIGH, MEDIUM, or LOW.  The ASAP Program Office will be responsible for ensuring the implementation of the change request.

REJECTION: The Change Management Request is rejected. The ASAP Change Management Review Board will provide a brief narrative to explain the reason for not accepting the Change Request.  

The ASAP Change Management Review Board may include comments on the Change Request or alternatives on the Evaluation and Response Form.

Control Number: __________________  (Assigned by FMS)

Short Description:  _____________________________________________  Date Submitted: __________

Originator Name:  _______________________________________________________________________

Organization:  __________________________________________________________________________

Email Address:  _________________________________________________________________________

Phone Number:  _________________________________________________________________________

Function Impacted:

_____  Authorizations
_____  Accounts

_____  Enrollment
_____  Reports

_____  Payments

_____  Adjustments
_____  Returned Pymts
_____  Other

1.  Proposed Change Description and References:  Describe proposed change

2.  Justification:  Describe the need and/or benefit of implementing this change

3.  Impact of Not Implementing Proposed Change:  Describe the impact without this change
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