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[PURPOSE OF THE CONFIGURATION MANAGEMENT STRATEGY:]
[To identify how, and by whom, the project’s products will be controlled and protected. The Configuration Management Strategy is produced in the initiation stage, becomes part of the Project Initiation Documentation and will be agreed with the Project Board Executive and subsequently the Project Board at the meeting held to authorize the project]
	CONFIGURATION MANAGEMENT STRATEGY 

(A document describing how, and by whom, the project’s products will be controlled and protected)
	Document Ref & Version No:

	Programme:


	Project:

	Author:


	Date:


Purpose:

[A statement of the purpose of the Configuration Management Strategy. The following is a ‘standard format’ that may be used or adapted by the Project Manager:]
This Configuration Management Strategy has been produced to define how, and by whom, the project’s products will be controlled and protected throughout the project. It outlines guidance on the following:

· How and where the project’s products will be stored
· What storage and retrieval security will be put in place

· How the products and the various versions and any variants of the products will be identified and version numbered

· How changes to the products will be controlled

· Who is responsible for configuration management
Introduction:

[This section should state the purpose, objectives and scope of the Configuration Management Strategy and identify who is responsible for the strategy]

Configuration Management Procedure:
[This should give a description of (or reference to) the configuration management procedure to be used in the project. Any variance from corporate or programme management configuration management standards should be highlighted and justified. The configuration management procedure should cover the following activities:]
Planning

[This section should state the level of configuration management required for the project and the type of configuration management system required by the project.]

Identification
[This section should describe how each product will be uniquely identified following a specific coding system, typically covering: Project Name/Product Type/Title/Version Number. The use of Configuration Item Records for each product should also be specified and what information will be stored for each product within them]
Control
[This section should describe how products will be baselined (frozen) and how changes can only be made to baselined products via a formal change control procedure with the agreement of appropriate authorities. Detail should include how baselined versions are never over-written and old versions never discarded. Access control to the products should be specified as well as the location of where products will be filed/stored for safe keeping. A procedure for handing over the products and all the necessary configuration management records to the group who will sustain the products in their operational life should also be stated]


Status Accounting
[This section should describe the use of reports, such as Product Status Accounts, to report on the current and historical data concerning each product. The timing of such reports can be ad-hoc but the use of them at the end of each stage, at the end of the project and when examining issues and risks should be specified]


Verification and Configuration Audit

[This section should describe the series of configuration management reviews and audits to be carried out during the project to compare the actual status of all products against the current ‘authorized’ state as registered in the Configuration Management Records. The reviews should also check the configuration management procedure in accordance with the Configuration Management Strategy. The timing of reviews should also be stated which would typically be undertaken at the end of each stage and at the end of the project]
Issue and Change Control Procedure:
[This section should give a description of (or reference to) the issue and change control procedures to be used in the project. Any variance from corporate or programme management change control standards should be highlighted and justified. The procedure should cover the following activities:]
· Capturing

[This should give details on how issues should be raised and captured and guidance on types of isse, e.g. ‘request for change’, ‘off-specification’ and ‘problem/concern’. The need to update the Issue Report and Issue Register should be stated]
· Examining

[This should give details on carrying out an impact analysis and how the impact should be assessed against time, cost, quality, scope and in particular benefit and risk. The need to update the Issue Report and Issue Register should be stated]
· Proposing

[This should explain how alternative options should be considered for responding to the issue and proposing a course of action to take. The need to update the Issue Report and Issue Register should be stated]
· Deciding

[This should give guidance on which level of management can approve the actions to\ address the issue, depending on factors such as the cost and time needed to address the issue, in particular in the case of requests for change which should be approved by the Project Board or their designated Change Authority. The need to update the Issue Report and Issue Register should be stated]
· Implementing

[This should give guidance on how the corrective action should be implemented, e.g. via new/updated Work Packages, or via an Exception Plan if requested by the Project Board in the case of stage level tolerance being exceeded. The need to update the Issue Report and Issue Register should be stated]
Scales for Priority and Severity:
[Guidance should be given on scales to be used for the priority and severity of issues (in particular for requests for change and off-specifications) and which level of management can deal with/make decisions based  on the severity of issue, e.g. Major issues to be dealt with by the Project Board, Significant by the Change Authority and minor issues by the Project Manager]

Tools and Techniques:

[A description of any specific configuration management systems or tools to be used and any preference for techniques which may be used for each step in the configuration management procedure.]

Records:

[Definition of the composition and format of the Issue Register and Configuration Item Records to be used]

Reporting:

[A description of any reports to be produced, including their purpose, timing and recipients, e.g. the Issue Report and Product Status Account]
Timing of Configuration Management and Issue and Change Control Activities:

[State when any formal configuration management and issue and change control activities are to be undertaken, for example configuration audits at the end of each stage and at the end of the project. This should include guidance on when Configuration Item Records should be updated, when Product Status Accounts should be produced and how soon issues should be reviewed after receipt, in particular for any issues rated as high priority,  and the frequency of reviewing all open issues]

Roles and Responsibilities:

[Define the project management team roles and responsibility for the configuration management and issue and change control activities, including any specific corporate or programme management roles involved with the configuration management or change control of the products, e.g. if in a programme, the programme’s Design Authority will be part of the project’s Change Authority. Refer to the Change Theme and Appendix C in the PRINCE2® manual for a guide on specific configuration management and change control related responsibilities and adapt these for the project where required]

	Role
	Responsibility

	Corporate or Programme Management
	

	Executive
	

	Senior User
	

	Senior Supplier
	

	Project Manager
	

	Team Manager
	

	Project Assurance
	

	Project Support
	


[Check this document against the following Quality Criteria:
1. Are the responsibilities clear and understood by both user and supplier?
2. Is there a clear definition of the unique coding (identifier) scheme for the products?

3. Is the procedure and method for version control clear?

4. Will the strategy provide all the information required by the Project Manager to keep control of the products?

5. Has any existing corporate or programme management configuration management / change control procedures been considered?

6. Will the project filing system provide information necessary for any audit requirements?

7. Will the project files provide the historical records required to support any lessons identified?

8. Is the chosen configuration management strategy appropriate to the size and nature of the project?

9. Are there sufficient resources in place to administer the chosen configuration management method?

10. Have the requirements of the group who will be operate/maintain the product in its useful life been considered?
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