L ,,jL, A,‘,]L__HM_L,_]L“:A|=]| Title : MANAGEMENT OF IT CHANGE
Ref. No. : IIUM/ATD/01

INTERNATIONAL ISLAMIC SNIVERSITY ST ML

L,V",“.J'L‘L::-" EINCEaSRSy  VersionNo: 103
Revision No : 00

Effective Date : 02/2023

- Garden of Knowledge and Vietwe

MANAGEMENT OF IT CHANGE

Prepared By:- Approved By:-
(Signature) Lgr/q/ (Signature)
Name : Siti Zarina Binti Muhamat Name : Nurmaliza Binti Jumaat
Position: Deputy Information Technology Position: Director,
Officer, Information Technology Division
Information Technology Division
Date : "} (-~ 90973 Date “l/[ ‘{(w 22

Page 10f4




L ,JL, MHlmLJllel Title : MANAGEMENT OF IT CHANGE
Ref. No. : ITUM/ITD/01

uﬂ.gl;.av u NGl @\....)\..;J Version No:  : 03
Revision No  : 00
Effective Date ; 02/2023

“iEGarden of Knowledge and Virre g

1.0 OBJECTIVE

The purpose of this procedure is to define the management of changes in IT production environment
to ensure that all changes related to infrastructure and applications within the production
environment are formally managed in a controlled manner. This procedure also includes the formal
acceptance and making operational of new solutions at ITD. Changes are logged, assessed and
authorized prior to implementation and reviewed against planned outcomes following

implementation.

2.0 SCOPE

This procedure applies to infrastructure and application services changes to the production

environment managed by the Information Technology Division.

3.0 ACCOUNTABILITY

IT Governance and Customer Care Section (GCC), Information Technology Division.

4.0 ABBREVIATION (If any)
4.1 COBIT : Control Objective for Information Technology
421T :  Information Technology
431TD : Information Technology Division
4.4 QA Test : Quality Assurance Test is performed to ensure that the work

performed did not cause unforeseen errors or consequences to other
services, i.e. any change work tasks performed do not impact the

environment.
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5.0 REFERENCE

5.1 COBIT 5 Process Reference Guide

5.2 COBIT 2019

6.0 RECORD RETENTION PERIOD

Quality Records Location Retention Responsibility
Period
1 IT Change Request Form ITD Filing | 3 Years Change
Cabinet/Cloud Manager/Authorized
change personnel
2 IT Change Closing Form ITD Filing 3 Years Change
Cabinet Manager/Authorized
change personnel
3 Standard [T Change Catalogue {TD Website 3 Years Change
Manager/Authorized
change personnel
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7.0 PROCESS FLOW
MANAGEMENT OF IT CHANGE
RESPONSIBILITY DOCUMENTS AND
o RECORDS TO BE REFERRED
Change Qassification
Y
Standard Non-Standard Service Catalogue/IT

Reque storf ServiceDask

Change Initlator

Change Manager

Change initlator &
Change Manager

1TD Senlor
Management

Change Manager

Change Initlatar

Change Initiator

Change Manager

ITG

Bl

Changa Manager

{refer Servios Catalogue] E {otharthan Servics Catabipse)

RegisterinisDs

Submission of
1T Change Request

Incident

}

Request/ Email/
Memo/ Letter

505

|IT Change Requast Form
tamplran 94

=
o
L]

ES

| Nomal

! Emergency

i ITChange Request

Form
subrnisslon of Draft
of EA Dlagram. Oraft of EA Dlagram
Ernallf OnTrack
yes
I Na
Create QnTrack Onfrack
ITChange
[ Update Progress of Change
Submisston of
T Change Closing Repartand i Changa Closing Report
Approved EA Diagram EA Diagram
l Infocm
Requastar Emai
Submission of EA blue print into : :
EA Repositary
Updating of Configuration ltem i
F Clased IT Change OnTrack
£nd]
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