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This ‘Change Request (CR) Coversheet Instructions’ document lists the steps to complete the fields on the Change Request (CR) coversheet.  CRs are required for FAST website http://fast.faa.gov/ content changes.  Only the steps for completing and including the coversheet are provided here.
To learn about the CR process, see ‘Standard Operating Procedure for AMS Change Management’ listed on http://fast.faa.gov/Revising_AMS.cfm.  It explains the standard operating procedure outlining activities and responsibilities for change management of the Acquisition Management System (AMS).
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Complete the Change Request (CR) coversheet
Find the coversheet 

· The coversheet is listed on http://fast.faa.gov/Revising_AMS.cfm at the text 
· AMS Change Request (CR) Coversheet
Who completes the coversheet?
· The owner of the CR content completes the coversheet
· When preparing to publish the CR, the web team may need to contact the CR owner with questions
Coversheet fields
Change Request (CR) Number 
(leave blank)
Date Received
(leave blank)
Title
Enter a short title describing the subject
Initiator Name
Enter the name of the content owner
Initiator Organization Name / Routing Code
Enter the content owner’s organization information
example - AJA-130
Initiator Phone
Enter the content owner’s phone
ASAG Member Name

Enter the name of the Acquisition System Advisory Group (ASAG) representative
ASAG Member Phone
Enter the ASAG representative’s phone

Policy and Guidance

Check all boxes that apply - Policy / Procurement Guidance / Real Estate Guidance / Other Guidance
Summary of Change
Enter a high-level description of the change.

example - The change adds a new section describing service gap analysis activities.
Reason for Change
Enter an explanation for the change, including external requirements.
example - The change is a response to GAO audit recommendations for clean financial records.
Development, Review, and Concurrence
List the organizations / work group / functional specialists internal and external to your organization that input, reviewed, and concurred with the change.
Target Audience
List the personnel affected by the change
example - Contracting personnel, investment analysis teams, acquisition workforce
Briefing Planned
(leave blank)

ASAG Responsibilities
(leave blank)

Section / Text Location
Enter the title and section, or URL, of the web pages.  List where it is, what text is included, and what’s linked to the text.
example - On http://fast.faa.gov/AMSBB_Measurement_Analysis.cfm, update the attachment at the text Earned Value Management.

The redline version must be a comparison with the current published FAST version

Check the box to confirm you used the latest published version to create your change / redline
or
Check the box that the content is new
Links
Provide working links, and list what text is linked.
example - Link Contracting Officer/Specialist (CO/CS) (1102 series) (FAA only) to https://ksn2.faa.gov/faa/AcquisitionProfessions/Pages/COCS_Home.aspx
Attachments
Attach the final file/s, labeled with section numbers and titles.  If revising current content, also attach a redline version.
Other Files
List other AMS files affected by the change, and what should be changed.
example - The In-Service Review Checklist file isn’t needed on FAST since it’s now linked directly to the program owner’s website.
Add the coversheet to your CR
· The coversheet is placed as the first page of your CR, before content, redline, and attachments
· Coversheet + final file/s + redline version/s + attachment/s

Submit the Change Request (CR)
Submit the CR
· Email the completed CR to colleen.gutrick@faa.gov
What if my CR needs revising?

· If you need to correct your CR after submitting it, email colleen.gutrick@faa.gov
What if my CR isn’t approved?
· If your CR isn’t approved, you’ll be emailed an explanation.
Check the Status of a Change Request (CR)
What’s the status of my CR?

· To find out the status of your CR after submitting it, email colleen.gutrick@faa.gov
When will my CR be published?

· If the CR was submitted correctly and within the deadline, it will be published in the next FAST quarterly update
· To learn about the quarterly update schedule, see ‘Standard Operating Procedure for AMS Change Management’ listed on http://fast.faa.gov/Revising_AMS.cfm
Receive notification when a Change Request (CR) is published

How do I know when my CR was published?

· CRs are listed on ‘Change Request History’ http://fast.faa.gov/Change_Request_History.cfm
· Subscribe to receive quarterly update emails at https://sowgen.faa.gov/fastreg/
How do I view the changes from my CR after publishing?

· Find it linked on ‘Change Request History’ http://fast.faa.gov/Change_Request_History.cfm
· Find it under the appropriate category, starting on the FAST home page  http://fast.faa.gov/
· If you’re already familiar with where the content is, find it directly

Help
•
For CR processing questions, contact
· colleen.gutrick@faa.gov
· 202-267-3777
•
For AMS Policy, Procurement Guidance, and Real Estate Guidance questions, contact,

· eugene.a.scott@faa.gov
· 202-267-3207
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