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[bookmark: _Toc147810207][bookmark: _Toc172711939][bookmark: _Toc409434796]Introduction
[bookmark: _Toc199149969][bookmark: _Toc199231334][bookmark: _Toc199237845][bookmark: _Toc199237995][bookmark: _Toc199238145][bookmark: _Toc199301265][bookmark: _Toc409434797]Document Purpose
The purpose of this document is to define the Configuration Management approach and to regulate / document the handling of Configuration Items (CI) documentation in the course of developing and / or supporting a product and / or service.
This document details the Project’s Configuration Management Guidelines of <insert organisation’s name>. The following areas are addressed by this plan:
i. Management and Planning;
ii. Configuration Identification;
iii. Configuration Control; 
iv. Configuration Status Accounting; and
v. Configuration Verification and Audit.
The contents of this document serve as a Quality Record and must either be followed or where deviation from the guidelines occurs, rationale must be provided, in the Project Management Plan (PMP), to justify this deviation.
Finally, this document may be amended from time-to-time as necessary making it a working document.
[bookmark: _Toc145310427][bookmark: _Toc171312836][bookmark: _Toc171313030][bookmark: _Toc171414567][bookmark: _Toc172368911][bookmark: _Toc199677547][bookmark: _Toc172004417][bookmark: _Toc409434798]References and Standard 
	
	Provide a list of key documents referenced in this document or used to provide input into this document. Identify each document by title, version and date. Explain succinctly why the document is referenced (e.g. for project context). Specify the source (team/person) and document location (preferably soft copy). 


The following key documents are referenced in this document:
	Document
	Version
	Issued
	Source / location

	Project Management Strategy
	1.0
	TBA
	<Insert link to document here>

	Project Management Plan (PMP)
	1.0
	TBA
	<Insert link to document here>

	Quality Management
	
	TBA
	<Insert link to document here>

	Risk Management Policy
	1.0
	TBA
	<Insert link to document here>

	Risk Management Framework
	1.0
	TBA
	<Insert link to document here>

	Change Management
	1.0
	TBA
	<Insert link to document here>



[bookmark: _Toc409434799]Scope and Objectives
The following communication scope and objectives are addressed by this plan
[bookmark: _Toc409434800]Scope of Plan
<The organization might have hundreds of Cis and / or services and one might be in charge of a few dozens - write down which services come under this  plan, and those excluded. The information can be obtained from architects, process owners, etc.. It is good to put everything down in writing.> 
[bookmark: _Toc409434801]2.1.1	Inclusions
Included in this plan are:
<List ALL included Artefacts and Services> 

I. 
[bookmark: _Toc409434802]2.1.2	Exclusions
Excluded from this plan are:
<List ALL excluded Artefacts and Services> 
I. 

[bookmark: _Toc409434803]References
<The information can be obtained from architects, process owners, team managers and just about anybody who can throw light on the scope. The data is compiled, verified and is reconstructed on a configuration management database (CMDB).
To ensure the validity, and highlight the rightful owners of the data source, a section on references listing the data source against the CI / Service is necessary. This will help the configuration manager point the finger at the right source, when questions are raised. The Project Manager may go one step ahead, and attach the received data and the emails to this plan.>
	S/N
	CI / Service
	Source
	Reference
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	3.
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[bookmark: _Toc409434804]CI Naming Convention
<Every service asset or CI must have a unique identification. A server can have something like SRV123 or just 123. Both do the job, but which one is effective? Can somebody just look at the CI name, and make a rough guess which technology it comes under with the latter? No. It makes logical sense to name CIs in a way that mere glancing can tell most of the story like what type of CI it is, location, complexity, and other attributes. Use the following convention
​<Type of CI - Server, Router etc>-<Location>-<Complexity>-<Running sequence>
	   e.g. a Router’s CI ID will look like RTR-LOC-L3-12345.>
The following items will be under this plan:
	Item Description
	Type of CI
	Location
	Complexity
	Sequence

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	



<A team like the service desk which is on the least level of capability can make decisions on their own. In the example above, they could just as easily decode the CI as a router, placed at a specific location and handled by L3 support team. So, in essence, outage is minimized as the L3 team is directly involved during resolution, and a couple of functional escalations can be thankfully avoided.
A fellow consultant went one step ahead and hard coded the CIs to contain the name of the team who own it. My only argument against it was what would happen to CI names if a different team took over the ownership - let's say in an organizational rejig scenario. Would they start naming their CIs all over again?>

[bookmark: _Toc409434805]Creating Baseline(s)
Regular baselining of CMDB must be scheduled at least one year in advance. A baseline is a benchmark drawn, for future reference to compare the deltas.
<Most organizations call on two change freezes, one during Christmas and the other during Easter. One may take baselines during the change freeze period, and perform analyses if need be.>
Creating baseline for the CMDB is scheduled as detailed below:
	S/N
	Basekine Description
	From
	To
	Announcement / Broadcast
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[bookmark: _Toc409434806]Change Control
Configuration management is strongly linked with the change management process. Without a valid change ticket, a CI / Service cannot be modified. In other words, change management controls the changes to CIs on the CMDB.
This CMP specifies how the change management process will interface with the configuration management process. And, at what point of the change activity will configuration management process be called upon.
The procedure pertaining to are:
i. 


[bookmark: _Toc409434807]Verification and Audits
The accuracy of CI data is cardinal. To ensure that it stays accurate, a number of verification and audits are necessary.
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	Audit Subject
	Target 
Date

	1. 
	
	

	2. 
	
	

	3. 
	
	




Verification process is done by on a regular basis, and is mostly tool based. Modern tools are capable of providing reports that can help verify CI data. For example, if every CI has 10 fields, the CMDB tool can pull a report of those CIs that are not fully complete. Or, if CI1 states that it is the parent of CI2, but CI2 does not state that it is the child of CI1, its noted as a discrepancy, and comes through in one of reports that the configuration manager can use.
Audits on the other hand are generally performed by somebody other than the configuration manager or any of his team members. In an audit, a sample number of CIs are picked up, and are randomly verified against actuals.
Let's say SRV-DC1-L2-234 is going under the scanner. The auditor will first check if this CI is a server in the first place, and whether it is located at data centre DC1 in rack 121 as per the CMDB. The server is checked whether it is loaded with Windows 2003, and contains 2GB RAM among other attributes as per the database?
An audit report is prepared based on the findings, and the configuration manager gets a major or minor non-compliance (NC) depending on the degree of discrepancies (if any).
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	S/N
	Unique ID
	Short Name
	Description / Long Name
	Target CI ID
	Alternate CI
	Owner
	CI Technical Link
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