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A. Purpose.
The purpose of this guide is to assist you in the preparation of DFAS Form 700, Systems Change Request (SCR)(See Figure 1).  The applicable reference for Configuration Management and SCRs is DFAS 8000.1-R, “Information Management Policy and Instructional Guidance”, dated August 21, 1996 and in accordance with ASN (FM&C) memo 7362.2 FMO of 19 Dec 2001.
B.  General Procedures.
A System Change Request (SCR) is required to identify necessary changes to the Standard Accounting and Reporting System  (STARS) approved functional baseline. The SCR also provides a concentrated format for documenting the requirements for making the necessary changes and the benefit(s) to be realized by implementing the requested change.  Therefore, supplemental data is required for the necessary approval authority.  To optimize budget and system sustainment it is necessary to prioritize these SCRs.

The person initiating the SCR may be referred to as the “Requester”.  The Requester could be the end-user, the System Manager/Project Officer (SM/PO), the Functional Manager (FM), the Central Design Agency (CDA), or other support providers. 

After the requester completes the SCR using the specific procedures contained in paragraph C, the SCR should be forwarded to the appropriate major command STARS representative for the Navy initiated requests and to DFAS Cleveland Code AJSC for the DFAS field site initiated requests.  The appropriate representative will review the SCR, and if necessary, return it to the requester if corrections or additional information is necessary.  The SCR will then be placed on the next scheduled Joint Requirements Board (JRB) agenda for review and approval.  The Requester will be notified when the SCR will be reviewed, and if any other agencies (Navy, Major Command, etc.) are needed at the Joint Requirements Board.

Requesters will be notified of the Approval/Disapproval action decided by the Joint Requirements Board of all applicable SCRs. 

C.  Specific Procedures.

It is mandatory to use all blocks unless otherwise specifically indicated.  The Form 700 is available as a Microsoft Word 6.0 template, located at the Navy FMO Website http://www.fmo.navy.mil/systemsplanning/stars/form700.htm.  To adjust the size of Blocks 13 through 17, use “Table”, “Row Height” and add or delete lines as necessary.  To ensure the form fits on one page, delete an equal number of lines from one or more of Blocks 13 through 17 for each line added to any of Blocks 13 through 17.  Add a continuation sheet if additional space is still required to complete a block.  Label an attachment as “Continuation Sheet” and indicate thereon the block or “blocks continued”, the SCR number in Block 1, the SCR title from Block 4 and the system name from Block 6.

1.  DFAS SCR #:  FR/X/XXXX/XXX/XXX/X

This block is for the SCR number assigned by the SM/PO as follows:

( Start with the Center’s Code: FR (DFAS-CL).

( Add the funds type designator: 
C = Capital Funds  

   






O = Operating Funds.

( Then include the last four digits of the system’s Cost 

   Account Code (CAC).

( Next add the appropriate SCR Project Category number

   identified below:

SCR Project Categories

01A Congressional (Statutory/Legislative)


01B DoD Directed (Regulatory)


01C Executive Branch (OMB, VA, Treasury, Etc.)


01D DFAS Directed (DFAS Regulations/Policy)

             Key Accounting Requirements:



02A General Ledger Control and Financial Reporting


02B Property and Inventory Accounting


02C Accounts Receivable


02D Cost Accounting


02E Accrual Accounting


02F Military and Civilian Payroll Accounting


02G System Controls (Fund and Internal)

02H Audit Trails


02I Cash Procedures and Accounts Payable


02J System Documentation


02K System Operations


02L User Information Needs


02M Budget Accounting


03 Budget and Accounting Classification Code


04 Audit Deficiencies


05 Data Conversions (Software Updates Conversion 



requirements to consolidate Legacy “to be 



replaced” systems)


06 Site Implementation (Software modifications 



necessary to support site specific requirements)


07 Interfaces (Software modifications required to 


establish or maintain interfaces)


08 Functional (Reduce Costs, Improve Service, Increase 

Performance)


09 Expansion (Efforts to Expand System to New Users)


10 Interface (not with Migration/Interim Migratory)


11 Standardization (Data Elements, Reports, Etc.)


12 Technical (Changes to Existing Operating 




Environment)


13 Imaging, EDM (Incorporate Imaging Capabilities)


14 EC/Electronic Data Interchange (EDI) (Incorporate 


EC/EDI capability)


15 Corrective (Diagnose or Correct Errors in the

 
 
System)


EM Emergency (Critical System Discrepancies)

( Follow the Project Category Number with the last three

   digits from, the assigned DFAS-CL SCR number (i.e. 001). 

( Complete with the last digit of the fiscal year 

   (i.e. 5=1995, 0=2000).

2.  SCR #:

This block is for the SCR number which is systematically generated using the system designator code followed by a hyphen, then a two-position fiscal year, and the next sequential SCR number for that system (i.e. DN7306-97001).

3.  FROM:

This block indicates the requesting activity’s address.

4.  SCR Title:

This block contains the SCR title, which should be descriptive but as short as possible.  Block 4 consists of two cells, one above the other.

5.  Total System Changes:

This block indicates the number of functional changes for implementation under this SCR.  (Optional)
6.  System:

In this block, enter the acronym of the Automated Information System (AIS) that is being modified.

7.  Subsystem:

In this block, enter the acronym for the subsystem(s) of the AIS in Block # 6 affected by the SCR.  (If applicable)
8.  Category:

In this block, indicate the SCR category: Emergency, Mandatory, Policy, Migration, Enhancement and Technical.

9.  Date Received:

In this block, indicate the origination date of the SCR. 

10.  Point of Contact:

In this block, indicate the Point of Contact (POC) for questions concerning the content of the SCR.

11.  Phone:

In this block, enter the telephone number of the POC responsible for the SCR.  DSN and commercial if possible.

12.  Office Code:  DFAS-XX-X

In this block, indicate the office code of the POC.  Complete the DFAS office symbol and save as a template.

13.  DETAILED DESCRIPTION OF PROPOSED CHANGE:



(WHAT)  In this block, enter a description of the proposed change and the reason the change needs to be accomplished.  Inclusion of policy statements or legislation is required for a Mandatory or Policy SCR.  Attach a brief system description if one is available.  If a memo, policy statement or other correspondence is referenced, attach a copy of the document to the SCR to speed the review process.  Provide as much information as possible.

Use one of the following phrases to justify the category given the SCR in Block 8.  Each phrase begins with “This SCR is (category) because...”

Emergency:  The user activity’s ability to fulfill its required mission must be jeopardized.  Problem analysis and corrective action are typically accomplished within 24 hours.


a.  “... there is a critical system discrepancy which prohibits the system from running to a successful termination.”  (State the problem)


b.  “... the accuracy of critical data is affected.”  (State why the data is critical and how its accuracy is adversely affected.)


c.  “... system security is compromised.”  (State the problem)

Mandatory:  “... the change is required for compliance with (identify the specific legislation, DoD regulation, directive or instruction, or other executive branch policy).  (State the requirement)

Policy:  “... the change is required for compliance with (identify the specific policy or other discretionary policy).”  (State the requirement)

Migration: “...the change is required for system conversion or consolidation, identify the specific system being converted or consolidated).”  (State the requirement)


a.  “... it will meet the functional requirements of (identify the Migration or Interim Migration system).” (State what the requirements are and how they are met.)


b.  “... it will build an interface required to meet (identify the Migration or Interim Migration system) requirements.”  (Describe the interface requirements)


c.  “... it is necessary for the consolidation of (identify the Legacy “to be replaced” system) with (identify the Migration or Interim Migration system).”

Enhancement:  Enhancements are modifications to Legacy “not scheduled to be replaced” systems and cover several types of situations to include:


a.  “... it will increase (capability)(performance) and result in (reduced operations costs)(improve customer service).”  (State how capability or performance is increased (i.e. business process improvement initiatives, application of new technology) or how customer service will improve.) (Explain cost saving and illustrate the cost reductions in Block 17.)


b.  “... it will expand the system to new users.”  (State who the new users are.)


c.  “... it is required to standardize (identify what will be standardized (i.e. data elements, accounting classifications, report formats, etc.)”


d.  “... it is required to interface with (identify the Legacy system).”


e.  “... it is required to incorporate (imaging capability)(EC/EDI capability).”

14.  RECOMMENDED SOLUTION:



(HOW)  In this block, the proposal for change is written.  This should be as descriptive as possible and outlined in functional terms.  State why a change is required, and give specific recommendations as to how to proceed with the implementation of the SCR.  Where known, provide data file inputs, logical file/data storage requirements, system interface requirements, planned system queries and outputs. 

15.  IMPACT IF NOT IMPLEMENTED:



In this block enter the impact that would be derived from not implementing the change.  This should include all tangible (lack of: cost savings/avoidance, reduction of manual effort, reduction in processing time, etc.) as well as intangible (failure of: improved customer service, employee morale) benefits.  For Emergency and Mandatory changes, this may be shown as “Not applicable”.
16.  FUNCTIONAL/TECHNICAL ANALYSIS:



In this block enter the technical analysis of the relative merits of the change and/or the recommended solution.  Address the interface considerations with other systems or change requests.

Inputs - Describe changed or new input data.

Outputs - Describe changed or new output data.

Internal File - Describe changed or new internal files and data elements to be added or deleted.

External interfaces - Describe any new or changed system interfaces.  Identify the data or files being transferred and the mode (e.g., Electronic Commerce).

Inquiries - Identify any database inquiries desired and the general format.

The following statements should be used as appropriate:

“This is not an Enhancement SCR and it therefore not subject to the moratorium restrictions.”

“(System acronym) is not a Migration system, an Interim Migration system, a Legacy “to be replaced” system, or a related system that acts as a dedicated feeder or output processing system and is therefore not subject to the moratorium restrictions on Enhancement SCRs.”

“(System acronym) is a (Migration system)(Interim Migration system) and is therefore subject to the moratorium on Enhancement SCRs.  The FM may approve this SCR as an exception to policy.”

“(System acronym) will be replaced by (Migration system or Interim Migration system acronym) and is therefore subject to the moratorium on Enhancement SCRs.  The FM may approve this SCR as an exception to policy.”

“(System acronym) act as a dedicated feeder or output processing system for (standard system, Migration system, Interim Migration system, or Legacy “to be replaced” system acronym) and is therefore subject to the moratorium on Enhancement SCRs.  The FM may approve this SCR as an exception to policy.”

For a system with a data management plan, include two of the following statements, which are applicable:

“This SCR does involve a change to an existing data element for which there is a standard.  The system will be modified to include the use of the standard data element.”

“This SCR does not involve a change to an existing data element for which there is a standard.”

“This SCR does identify the need for a new data element that does not already exist in the Defense Data Repository System (DDRS).  The requirements specified in DoD 8320.1-M Data Administration Procedures, will be used to propose a candidate standard data element(s).”

“This SCR does not identify the need for a new data element.”

17.  COST/BENEFIT ANALYSIS:



This block should contain a cost benefit analysis, reflecting costs and savings, which will be prepared for all Policy, Migration, Enhancement and Technical SCRs.  The complexity of the cost benefit analysis should be commensurate with the cost and criticality of the SCR.
The analysis of benefits associated with the SCR will be provided by the requester and show implementation cost saving of the proposed change.  This will include labor cost savings, activity dollar cost savings and activity work-hour/work-year savings for a five year period, totaled for each year which would result from implementation of the requested change.  For non-labor ADP cost savings, estimate and indicate the hardware dollar cost savings resulting from implementation of the requested SCR.  For other non-labor cost savings, estimate and indicate the net dollar value of other cost savings such as travel, consumable materials, etc., which would result from implementation of the proposed change.  Finally, indicate the total dollar value and work-hour/work-year savings for the SCR.

The Joint Requirements Board, with the assistance of the appropriately assigned working group, will use the costs provided by the service provider and the user furnished material to review the cost/benefit analysis.  The analysis will summarize total costs and benefits to determine the net effect (net cost or savings plus any intangible benefits) of SCR implementation. The DRM Cost and Economic Analysis Division may also be called upon to assist in this effort.

Impact analysis - Determine the criticality and impact of the requested change; task definition; overall impact to the users, system and workload; resource requirements; and scheduling requirements.

18.  Required by Date:

In this block, enter the SCR’s requested implementation date; do not use ASAP.

19.  Work Estimate:

In this block, be sure to include adequate hours for implementation, training, testing, design and requirements validation. 

20.  System Developer:

In this block, enter the total CDA costs.

21.  IPC:

In this block, enter the total processing costs.  Applicable if the requested change has impact on the IPC.  (This may be a Defense Mega Center.)

22.  Dollar Estimate:

In this block, indicate the total cost estimate to complete the SCR.  This should include all costs, which DFAS incurs for the analysis, design, programming, testing, and implementation from all activities (functional analysis, technical service provider(s), vendor(s), etc.).  

23.  Cost Account Code(S):

In this block, enter the Cost Account Code (Capital or Operations) designated for the AISs being modified.  The Cost Account Code starts with a “C” (Capital) or “O” (Operations) to identify the funds type followed by the system inventory number from the SID listing, column “#”; place a decimal in front of the last two digits (i.e. C76.03).  

24.  DFAS Site/Major Command Action:  Accept  (  Reject  (  Return  (                  25. Reason                   26. Forward To:





In this block, DFAS Site/ Major Command will check the appropriate block.  If the SCR is returned or rejected give a short explanation.  Indicate if the SCR requires approval by higher authority.

Approver Name
27. Date:
28 Phone Number:
29. Priority:


In this block, DFAS Site/Major Command provides Approver’s name, date and phone number and SCR priority. 

30.  Joint Requirements Board Action:  Accept  (  Reject  (  Return  (                  31. Reason                          32. Forward To:





In this block, the Joint Requirements Board Approving Authority will check the appropriate block.  If the SCR is returned or rejected, give a short explanation.

Approver Signature
33. Date:
34. Est. release Date:  N/A
35. Priority:


In this block, the Joint Requirements Board will provide approver name, date and SCR priority.

36.  Investment Board Action:  Accept  (  Reject  (  Return  (                           37. Reason                          38. Forward To:





In this block, the Investment Board Approving authority will check the appropriate block.  If the SCR is returned or rejected, give a short explanation.

Approver Signature
39. Date:
40. See Block # 34
41. Priority:


In this block, the Investment Board will provide approver name, date and SCR priority.

APPENDIX A
ABBREVIATION and/or ACRONYMS
AIS
    Automated Information System

ADP
    Automated Data Processing

ASCCB    Accounting Systems Configuration Control Board

CAC
    Cost Account Code

CCB
    Configuration Control Board

CDA
    Central Design Agency

CM
    Configuration Manager

DDRS
    Defense Data Repository System

DFAS
    Defense Finance and Accounting Service

DFAS-CL  Defense Finance and Accounting Service-Cleveland Center

DFAS-HQ  Defense Finance and Accounting Service-Headquarters

DoD
    Department of Defense

DRM
    Directorate for Resource Management

EC
    Electronic Commerce

EDI
    Electronic Data Interchange

EM
    Emergency

FM
    Functional Manager

HQ
    Headquarters

IPC
    Integrated Paying and Collecting System


ITSA
    Information Technology Services Acceptance/Authorization

JRB      Joint Requirements Board

OMB
    Office of Management and Budget

PO
    Project Office

POC
    Point of Contact

SCR
    System Change Request

SID
    System Inventory Database

SM/PO    System Manager/Project Office

STARS    Standard Accounting and Reporting System

VA
    Veteran Affairs

Figure 1.  DFAS Form 700
Defense Finance and Accounting Service System Change Request





1. DFAS SCR #:
2. SCR #:
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4. SCR Title:
5. Total System Changes:
6. System:

7. Subsystem:
8. Category:
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10. Point of Contact:
11. Phone:
12. Office Code:

13.  DETAIL DESCRIPTION OF PROPOSED CHANGE:

(To be filled in by requester)





14.  RECOMMENDED SOLUTION:

(To be filled in by requester)





15.  IMPACT IF NOT IMPLEMENTED:  

(To be filled in by requester)





16.  FUNCTIONAL/TECHNICAL ANALYSIS:





17.  COST/BENEFIT ANALYSIS:  
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(To be filled by JRB)
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(to be filled by STARS PMO/CDA)
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27. Date:
28 Phone Number:
29. Priority:
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33. Date:
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