
CHARTER OF

THE ARMY MODERN DEFENSE CIVILIAN PERSONNEL DATA SYSTEM

CONFIGURATION CONTROL BOARD

I.
Purpose:
This charter establishes the authority, composition, function, and responsibilities of the Army Civilian Personnel Program Configuration Control Board (CCB).  It grants authority to the board for accomplishing configuration control responsibilities.  This charter will be revised as needed to reflect appropriate changes in the CCB composition and level of authority.

II.
Scope:

The Army is one of the Department of Defense (DoD) agencies that are required to use the Defense Civilian Personnel Data System (DCPDS).  The CCB for the DoD portion of the Civilian Personnel Program is managed by the Civilian Personnel Management Service (CPMS).  The CCB for the Army portion of the Civilian Personnel Program is managed by the Deputy Assistant Secretary of the Army (Civilian Personnel Policy) (DASA(CPP)), Office of Assistant Secretary of the Army (Manpower and Reserve Affairs).  These two control boards work in coordination to ensure that Army Civilian Personnel Program changes and needs are incorporated into the DCPDS.  Specifically, the Army CCB proposes and prioritizes changes to the Civilian Personnel System’s hardware, software and Local and Wide Area Networks.  This includes changes regarding configuration of the various operating systems, application software, hardware configuration and location, commercial off-the-shelf and government software, upgrades, cost and associated documentation.  Issues will be reviewed in terms of their effects on the Army Civilian Personnel Program performance and functionality.  The CCB is the final authority for proposed Army Civilian Personnel Program changes and recommendations to CPMS.  Decisions to approve or disapprove changes are the sole responsibility of the Army’s CCB Chairperson with input from appropriate staff offices.  The Chairperson may request outside assistance to evaluate and resolve highly complex technical or functional issues.  The CCB will function throughout the life cycle of the Army Civilian Personnel Program or at the discretion of the CCB Chairperson.

III.
Policy:

The Chairperson is responsible for major acquisitions and makes decisions concerning changes brought before the CCB.  The CCB is a process used to ascertain the benefits and the impact of a change before a decision is made.  Having rendered a decision the Chairperson will document, approve, and if necessary, issue a CCB directive or equivalent letter/memorandum, direct appropriate implementing actions to be completed or recommendations to be forwarded to CPMS.  Individual members of the CCB serve in an advisory capacity and make individual or collective recommendations to the Chairperson, who has the final authority to take or direct actions in accordance with this charter.

IV.
CCB Responsibility:

The CCB’s primary responsibility is to control and manage Army proposed changes to the Army Civilian Personnel Program baselines, make appropriate recommendation to CPMS and to maintain system accreditations.  The DASA is responsible for preparation, approval and implementation of the CCB charter.  The CCB is not a voting board.  Decisions to approve or disapprove a change are the sole responsibility of the Chairperson.  The CCB shall operate in such a manner so as to:

a.  Develop system change evaluation criteria that can be used by the Chairperson to determine the cost and benefits of requested changes; develop and enforce all facets of the modernization configuration management policies, processes, and procedures used to process change requests; and to maintain the integrity of all configuration items and components.

b.  Recommend action on proposals and system change requests from Army Civilian Personnel Program leadership, users, and managers.  This includes examining the cost data for reasonableness and consistency and considering the effects on overall system performance and compatibility requirements including operating system, environmental compatibility, and security, before approving a change.

c.  Validate requests for additional commercial off-the-shelf/non-developmental item equipment and software.  

d.  Recommend the source of funds for the desired system modification.

e.  Prioritize requirements for software or hardware changes to the Army Civilian Personnel Program.  Mission requirements, performance, costs and benefits, and resources availability will be prime considerations.

f.  Ensure that security features are not compromised or circumvented when approving changes to the software, hardware, and supporting infrastructure.

g.  Maintain a record of system changes.

V.
CCB Membership:

The advisory membership of the CCB is the Deputy Chairperson, the affected members of the Civilian Personnel Policy Executive Management Team, the Project Officer, Civilian Personnel Regionalization, key staff of the Policy and Program Development Division, Major Army Command and Civilian Personnel Advisory Center representatives, and Information Management Chiefs as invited.  These members are responsible for the flow process of proposed changes shown in Figure 1 by working and coordinating with each of the other members as may be required.  It is each of the CCB member’s responsibility to receive, evaluate, coordinate and present change requests, in his or her area, with recommendation to the Chairperson.  They are also responsible for reporting their findings individually or collectively to the CCB Chairperson.  Members will have full authority to state the official position of and represent their organization at the CCB.  In the absence of the primary committee member, an alternate member from that organization must be present and will have representative authority to state the official position of their organization.  The CCB Secretary will be formally notified of changes in the designation of primary and alternate members.  The CCB members will review system change requests for relevance and applicability and negotiate the assigned action items with suspense dates to others.  


a.  CCB Chairperson:

The DASA(CPP) (SAMR-CP) will be the designated CCB Chairperson.  The DASA may appoint another as temporary CCB Chairperson.  In the absence of the Chairperson, the Deputy Chairperson or designated alternate Chairperson operates with full authority to make CCB decisions and issue directives or make recommendations to other authorities.  The Chairperson is responsible for conducting the CCB, ensuring adherence to disciplined configuration management procedures, and ensuring that CCB decisions are timely and based upon current factual data.  The Chairperson will make the final decision on all system change requests involving Army systems, determine items requiring CPMS approval/concurrence and will establish the implementation dates for any changes as well as assigning development of the directives and instruments with as needed staff support.  Only the Chairperson may approve an open discussion of issues that have not been previously published as an agenda item.  The Chairperson is responsible for:


(1)  Presiding over the CCB.


(2)  Requesting the Secretary to convene CCB meetings as required.

(3) Directing preparation and approval of the Configuration Management Program and changes to the CCB charter.

(4)  Directing final disposition of each CCB system change request by taking one of the following courses of action:

· Approve change fully

· Approve change conditionally or with modifications

· Disapprove change

· Return for additional information or clarification

(5) Approving the final change configuration.  This includes software and hardware versions, associated documentation and equipment upgrades after successful operational tests and evaluation.

(6)  Approving the allocation of funds.

(7)  Maintaining program accreditations.

(8)  Approving an open discussion of isssues that have not been previously published as an agenda item.

(9)  Approving (by signature), or as delegated, the CCB minutes and directives submitted by the CCB Secretary for distribution to all CCB members.

(10)  Taking action outside the CCB structure when program exigencies dictate a rapid response.


b.  CCB Deputy Chairperson:


The Deputy CCB Chairperson will be rotated between the Assistant Deputy (Civilian Personnel Policy) and the Director of Civilian Personnel Operations Center Management Agency, depending on availability, and will act as an advisor to the Chairperson when serving as Deputy CCB Chairperson.  


c.  CCB Secretary:

The Chief, Modernization and Functional Automation Division will serve as the CCB Secretary and is responsible for administering all CCB procedures, actions and proposed configuration changes and for serving as scheduler and recorder at all CCB meetings.  The Secretary will receive proposed changes from originators and distribute to appropriate staff offices for review, consideration, and development of supporting docmentation.  If recommended for CCB review, the supporting documentation will be returned to the Secretary and scheduled for review for the next CCB meeting.  Following a CCB decision, the Secretary will notify the originator of action taken and distribute CCB results to appropriate offices for action and/or information. 

The Secretary is responsible for:

(1)  Developing, publishing, and distributing a CCB agenda and meeting schedule to all invited attendees and CCB members, normally, five days in advance of meetings.

(2)  Receiving change requests/concept descriptions, establishing CCB item records in the CCB management database, opening a case file for each item, ensuring that the CCB database is updated as required and maintaining the database.

(3) Distributing change requests/concept descriptions concurrently to CCB members for their review and advance coordination, as appropriate, prior to CCB meetings.

(4)  Recording minutes/disposition of items being considered of each CCB meeting, obtaining CCB Chairperson’s concurrence and distributing them to each CCB member within two work days.

(5) Ensuring that board action is appropriately documented for each change proposal and advising appropriate organizations of disposition of action taken by the CCB.

(6)  Maintaining the CCB charter and distributing copies of each to all members for periodic review/revisions.

(7)  Maintaining a current list of CCB members and publishing an update at least 

semi-annually.

(8)  Maintaining a file of applicable regulations, policies, and correspondence pertaining to CCB functions.

(9) Establishing a location for CCB meetings.

(10)  Maintaining status of overall actions until completed in coordination with proponent office.

(11)  Ensuring that CCB actions are properly reflected in the Configuration Management Plan maintained by Project Office, Civilian Personnel Regionalization (PO CPR).

(12)  Coordinating approval for guest participation during CCB sessions.


d.  CCB Committee Members:

Individual CCB advisory members will review changes and other agenda items to be presented to the CCB and act as advisors to the Chairperson by representing their organizational positions and presenting functional, operational or organizational concerns to the Chairperson.  The member is responsible for:

(1)  Acting as the focal point within his/her organization to ensure that change proposals and agenda items are fully coordinated and that all concerns, questions, or problems are addressed.

(2) Completing all supporting documentation necessary to support the position taken.

(3) Providing copies of items to be presented at the CCB to the CCB Secretary prior to the meeting.

(4) Attending or, if necessary, arranging for an alternate who will be able to address the proposed changes and issues on the agenda.

(5) Presenting/defending items submitted through them at the CCB meeting including appropriate discussion of comments received.

(6) Ensuring that action items assigned by the Chairperson are completed by the designated suspense date.

Concept Description Timelines and Flow Process:


The CCB process is described below, with approximate timelines provided for the steps.

FIGURE 1 – Concept Description/System Change Request Control Process Flow Diagram




VII.  CCB Meetings:

The Secretary will schedule CCB meetings on an “as required” basis.  CCB meetings will be guided by the priority of the agenda items requiring action.  Depending on the type of change proposed, the CCB may require specialized advice.  With approval of the CCB Chairperson, ad hoc specialists (e.g., technical and functional experts) may be invited to attend the CCB.  These special advisors are not designated by appointment. 

VIII.  Technical Review Board (TRB):

The TRB will continue to meet as it has in the past to consider functional/technical concept descriptions/SCRs.  Any consideration of a request at the TRB will be reviewed and, if approved, forwarded to the CCB as prescribed by this Charter as a matter of record and formal processing of the request.

IX.  CCB Engineering Review Board (ERB):

The ERB will operate in a supportive role to the CCB and will be activated as needed under the leadership of PO CPR to resolve technical issues for the CCB.  The ERB will evaluate proposed changes such as the need to expand data communication rates, evaluation and testing of new equipment and the acceptance of new software, revisions and upgrades.  Participation may include elements of ODASA(CPP) but will generally be members of PO CPR staff.  The ERB will not have a standing membership but will be established under this charter for use by the PO CPR as necessary.    

X.  Change Control:

Changes to the Army Civilian Personnel Program baseline and the Configuration Items identified in the System Security Authorization Agreement can be made in accordance with procedures set forth above.  Change to the Army Civilian Personnel Program baseline or any item identified as a Configuration Item will not be made by any subordinate element of ODASA(CPP), users of the Army Civilian Personnel Program, or its contractor support staff unless authorized in accordance with procedures set forth above.  Changes to the approved baseline, to include hardware and software configuration as well as equipment location, must be approved and authorized prior to implementation.

XI.  Concept Descriptions/System Change Request (SCR):

The CCB Configuration Change Process provides a method for a complete, fair, and thorough review of all proposed concept descriptions/system change requests.  In order to permit an adequate analysis, all concept descriptions/SCRs must be supported with adequate justification/documentation.  Attached as Appendix A is a standard format for submission of all CCB items.  Electronic transmission is the expected method of submission.

XII.  Life Cycle Replacement:

If the baseline is changed by new hardware, the hardware will be approved by the CCB.  New hardware considered for life cycle replacement will be approved for use by the Chairperson prior to purchase and installation.

XIII.  References:

The following documents were used in the preparation of this Charter.

AR 70-37, Joint DoD Services/Agency Regulation Configuration Management

MIL-HDBK-61, Configuration Management Guidance, September 30, 1997

MIL-STD-973, Configuration Management, April 17, 1992

System Security Authorization Agreement for CPR, February 2000

APPROVED:







______________//Signed//______________








        David L. Snyder





                              Deputy Assistant Secretary

                    (Civilian Personnel Policy)

Date: ___8/23/01________

CONCEPT DESCRIPTION/SYSTEM CHANGE REQUEST INPUT FORM

Submitted by (Last name, First Name, Middle Initial):



Your telephone number (DSN and commercial):



Your email address:



Your organization:



Identify your CCB representative and email addiress:



Priority:

· Routine

· Urgent.  Mandatory time-sensitive changes.  (Significant regulatory, mission or cost impact).

· Emergency.  Immediate corrective action.  (Address an interrupted or serious mission critical capability).

Concept Description Title:



1.  Description of Concept:



2.  Recommended Solution (to include brief functional, technical, infrastructure, and security considerations).  Indicate how  long you believe it will take to develop this application/product.



3.  Cost/Benefit Analysis (Indicate whether funded or unfunded by the originator):



Reminder:   Email this form through your Chain of Command.  Concept Descriptions must be staffed through your chain of command prior to submitting to your organization’s Change Control Board (CCB) Member.
Coordinated:  

Name:

Title:

Office:

Telephone:

Date:

Approved:            Disapproved:

Coordinated:  

Name:

Title:

Office:

Telephone:

Date:

Approved:            Disapproved:

Coordinated:  

Name:

Title:

Office:

Telephone:

Date:

Approved:            Disapproved:

Reminder:  At last coordination point, please forward to organizational CCB member.

CCB Member Coordination:

Name:

Title:

Office:

Telephone:

Date:

Approved:            Disapproved:

Comments:

Reminder:  If the Concept Description is not approved, return to the submitter with an explanation.  If approved for submission, submit the Concept Description to HQDA, OASA(M&RA), Modernization and Functional Automation Division:

Gil.Patterson@asamra.hoffman.army.mil and Valerie.Vetter@hqda.army.mil 

CONFIGURATION CONTROL BOARD DISPOSITION




CCB Approved.  Date:  ​​​​​​



CCB Disapproved.  Date:





CCB Hold/Other Disposition.  (Explain in comments)  Date:



CCB Exception.  CCB process not required.  Approved for 

Army-wide use and distribution.  Date:

Comments/actions.  (Actions require identification of lead office.)



Chain of command reviews/concurs and submits to the appropriate CCB member for consideration.


CPAC to MACOM to MFAD


CONUS CPOC to CPOCMA to MFAD


OCONUS CPOC to MACOM  to  MFAD





CCB member reviews/approves and forwards Concept Description to MFAD by email.





Submitter enters proposed Concept Description on web and forwards to their chain of command via email.





CCB meeting held.  Concept Description(s) presented at CCB meeting by CCB member that submitted the Concept Description.


(1 day)





Submitter accesses & considers comments on the web and prepares for presentation at the scheduled CCB meeting.  


(At least 5 days prior to CCB meeting.)











MFAD notifies DA staff and CCB members that new Concept Description(s) is/are on the web for review and comment.  MFAD notifies members of the next CCB meeting date and cut off date for comments. 


(Minimum 10 days)	





Actions taken by appropriate offices to implement results and begin development efforts.  MFAD tracks/reports status, as necessary..


(If concept approved, Clinger-Cohen documentation must be prepared IAW DA guidance as part of the development process.)





Summary report of CCB meeting/results posted. 





(2 days)





MFAD forwards Concept Description to Program Support Division (CPISB) for funding consideration.








MFAD does cursory review* and posts to web.  (2  days)








*MFAD may call CCB subgroup meeting to review/discuss packages. (5 days if necessary)
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