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Completed

Actions on CMS

Change Request
(CR), without
submitting

Requestor drafts

Requestor submits
CR

A

Requestor's HOD
approves CR

Level 1: Requestor's HOD

A

Vendor/Implementer
to mark
acknowledge

Level 2: Vendor/Implementer

A

Vendor/Implementer
uploads
Document(s)

Vendor/Implementer
to mark complete

Y

SD/OD approves
CR

Level 3: SD/OD

Y

Change Control
Board (CCB)
approves CR

Y

Vendor/Implementer
to mark
acknowledge

Vendor/Implementer
start work and
upload document(s)

Y

Vendor/Implementer
completes work,
uploads Certificate
of Completion
(COC) and to mark

complete

Requestor verifies
implemented
service(s), uploads
signed COC and
completes CR

Level 4: Change Control Board

Level 5: Vendor/Implementer

Level 6: Requestor

- CR is only accessible by the Requestor at
this stage

- No CR number is generated

- Requestor should upload any document(s)
required for the CR brief

- CR is accessible by Requestor, Approver(s)
and Stakeholder(s)

- CR number is generated
(e.g. JTC-CR-2019JUL-01)

- Routing for approval will commence;
Notification and Email will be sent to Level
1: Requestor's HOD, requesting for Approval

- Notification and Email will be sent to Level
2: Vendor/Implementer, requesting for
acknowledgement

- Site Survey will be conducted (if required)

- Vendor/Implementer to upload
Implmentation Plan, Costing, and any other
required document(s)

- Notification and Email will be sent to Level
3: SD/OD, requesting for Approval

- Notification and Email will be sent to Level
4: Change Control Board, requesting for
Approval

- Notification and Email will be sent to Level
5: Vendor/Implementer, requesting to begin
implementation

- Vendor/Implementer starts work

- Vendor/Implementer completes work

- Notification and Email will be sent to Level
6: Requestor, request to verify changes

- Requestor verifies changes (work done by
Vendor/Implementer), and uploads signed
COC and closes CR once satisfactory
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