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3.0
Change Management Process MEETINGS

Change Management Process meetings will be conducted on a regularly scheduled basis.  The CMP Product/Process and Systems Meetings will be conducted on the same day of each month or on at least two (2) consecutive days on a monthly basis, unless other arrangements are agreed upon by the CLECs and Qwest.  Meeting participants can choose to attend meetings in person or participate by conference call. 

Meetings are held to review, manage the implementation of Product/Process and System changes, and address Change Requests.  Qwest will review the status of all applicable Change Requests.  The meeting may also include discussions of Qwest’s OSS Interface Release Calendar.

CLEC’s request for additional agenda items and associated materials must be submitted to Qwest at least five (5) business days by noon (MT) in advance of the meeting. Qwest is responsible for distributing the agenda and associated meeting materials and will be responsible for preparing, maintaining, and distributing meeting minutes. Attendees with any walk-on items should bring hard copy materials of the walk-on items to the meeting and should, at least two (2) hours prior to the meeting, provide copies of such materials electronically (soft copy) to the CMP Manager, cmpcr@qwest.com, for distribution to all parties.  

All attendees, whether in person or by phone, must identify themselves and the company they represent. 

Additional meetings may be held at the request of Qwest or any CLEC.  Meeting notification must contain an agenda plus any supporting meeting materials. Notification for these meetings will be distributed at least five (5) business days prior to their occurrence.    Qwest will record and distribute meeting minutes, unless otherwise noted in this CMP as further described in Section 3.2.
3.1
Meeting Materials (Distribution Package) for Monthly Change Management Process Meetings 

Meeting materials will include the following information:

· Meeting Logistics

· Minutes from previous meeting

· Agenda

· Change Requests and responses, as applicable

· New/Active

· Updated

· Issues, Action Items Log and associated statuses

· Release Summary, as applicable

· OSS Interface Release Calendar, as described in Section 6.0

· Date TBD Trouble Tickets, as described in Section 12.3 

· Any other material to be discussed

Qwest will provide Meeting Materials (distribution package) electronically, by noon (MT), three (3) business days prior to the Monthly CMP Meeting.  In addition, Qwest will provide hard copies of the distribution package at the Monthly CMP Meeting.

3.2
Meeting Minutes for Change Management Process Meetings 

Qwest will record and distribute meeting minutes for all Change Management Process meetings, unless otherwise noted in this CMP.

Qwest will summarize discussions in meeting minutes and include any revised documents such as issues, action items and statuses. 
 Minutes will be distributed to meeting participants for comments or revisions no later than five (5) business days by noon (MT) after the meeting. CLEC comments will be provided by noon (MT) two (2) business days after receiving draft minutes to the Qwest CMP Manager, cmpcr@qwest.com.  Revised minutes, if CLEC comments are received, will be posted to the CMP Web site within nine (9) business days by noon (MT) after the meeting.  
To the extent that informal conversations occur between Qwest and a CLEC(s) that are not noticed and do not fall within the meetings described in this CMP, Qwest is not required to record and distribute meeting minutes.  
3.3
Qwest Wholesale CMP Web Site

To facilitate access to CMP documentation, Qwest will maintain CMP information on its Web site. The Web site should be easy to use and will be updated in a timely manner.  The Web site will be a well organized central repository for CLEC notifications and CMP documentation.  Active documentation, including meeting materials (distribution package), will be maintained on the Web site.  Change Requests and notifications will be identified in accordance with the agreed upon naming conventions to facilitate ease of identification. Qwest will maintain closed and old versions of documents on the Web site’s Archive page for 18 months before storing off line. Information that has been removed from the Web site can be obtained by contacting the Qwest CMP Manager, cmpcr@qwest.com. At a minimum, the CMP Web site will include:

· Current version of the Qwest Wholesale Change Management Process Document 
· OSS Interface Release Calendar

· OSS Interface hours of availability

· Links to related Web sites, such as IMA, CEMR, Document Review and Notifications

· Change Request Form and instructions to complete form

· Submitted and open Change Requests and the status of each, including written responses to CLEC inquiries

· Meeting (formal and informal) information for Monthly CMP Meetings and interim meetings or conference calls, including descriptions of meetings and participants, agendas, minutes, sign-up forms, and schedules, if applicable

· Interactive CR Report

· Meeting materials (distribution package)

· CLEC Notifications and associated requirements

· Directory to CLEC Notifications for the month

· Business rules, SATE test case scenarios Technical Specifications, and user guides will be provided via links on the CMP Web site 

· Contact information for the CMP POC list, including CLEC, Qwest and other participants (with participant consent to publish contact information on Web page)

· Redlined PCAT and Technical Publications - see Section 2.5

· Instructions for receiving CMP communications – see Section 2.5

5.1.4
Systems Change Request Origination Process

At the clarification meeting, Qwest and the originator will review the submitted CR, validate the intent of the originator’s CR, clarify all aspects, identify all questions to be answered, and determine deliverables Qwest must produce in order to close the CR.  The originator should provide, in the CR, as much detail as possible.  After the clarification meeting has been held, the CRPM will document and post meeting minutes within five (5) business days and notify the CR originator and attendees of their availability. 

5.3
CLEC Originated Product/Process Change Request Process

At the clarification meeting, Qwest and the Originating CLEC will review the submitted CR, validate the intent of the Originating CLEC’s CR, clarify all aspects, identify all questions to be answered, and determine deliverables to be produced.  After the clarification meeting has been held, the CRPM will document and post meeting minutes within five (5) business days and notify the CR originator and attendees of their availability. Qwest’s SME will internally identify options and potential solutions to the CR.

14.0
ESCALATION PROCESS 

14.2
Cycle

· If Qwest determines a CLEC meeting is needed to further discuss the escalation, and upon agreement by the originating CLEC, Qwest will also invite the CLECs that chose to participate in the escalation.  The meeting will not require 5 day advance notification due to the escalation time constraints.  Meeting minutes will be distributed to meeting participants as identified under Section 3.2 and will be posted as part of the Escalation.   (Referring to 3.2 in this section, does not imply that the absence of a reference to 3.2 in any other section impacts the provision that Qwest will record and distribute meeting minutes, unless otherwise noted in this CMP, pursuant to section 3.2.)
· Qwest will respond to the originating CLEC and copy the participating CLECs, with a binding position e-mail including supporting rationale as soon as practicable, but no later than:

· For escalated CRs, seven (7) calendar days after sending the acknowledgment e-mail,.

· For all other escalations, fourteen (14) calendar days after sending the acknowledgment e-mail.

· The escalating CLEC will respond to Qwest within seven (7) calendar days with a binding position e-mail.  

· When the escalation is closed, the resolution will be subject to this CMP

