PROPOSED CHANGES TO
Qwest Wholesale Change Management Process Document dated 01-30-06


Qwest Wholesale Change Management Process Document 
3.0
Change Management Process MEETINGS

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

4.0
TYPES OF CHANGE

A Change Request must be within the scope of CMP and will fall into one of the following classifications.  Types of Changes apply to Systems and Product/Process.
4.2
Industry Guideline Change

An Industry Guideline Change implements Industry Guidelines.  Either Qwest or the CLEC may originate the Change Request and these changes are subject to the same processes under this CMP as Qwest and CLEC Originated Changes.  These industry guidelines are defined by:

· Alliance for Telecommunications Industry Solutions (ATIS) sponsored

· Ordering and Billing Forum (OBF)

· Local Service Ordering and Provisioning Committee (LSOP)

· Telecommunications Industry Forum (TCIF)

· Electronic Commerce Inter-exchange Committee (ECIC)

· Electronic Data Interchange Committee (EDI)

· Extensible Markup Language (XML)
· American  National  Standards Institute (ANSI)

8.0
CHANGE TO an EXISTING OSS INTERFACE

The process for changing an existing OSS Interface will be part of this CMP.  Changes to an existing OSS Interface may include an application-to-application or a Graphical User Interface (GUI). 

It is recognized that the planning cycle for a change to an OSS Interface, of any type, may be greater than the time originally allotted and that discussions between CLECs and Qwest may be held prior to the announcement of the change to the OSS Interface. 

With a change to an OSS Interface, CLECs and Qwest may define the scope of functionality introduced as part of the OSS Interface. 

Qwest standard operating practice is to implement three Major Releases and three Point Releases (for IMA only) within a calendar year.  Unless mandated as a Regulatory Change, Qwest will implement no more than four (4) Releases per IMA OSS Interface requiring coding changes to the CLEC interfaces within a calendar year.  Unless mandated as a Regulatory Change, the Major Release changes will occur no less than seventy-five (75) calendar days apart. 

At a Monthly CMP Systems Meeting in the fourth quarter of each year, Qwest will communicate to the CLECs the Major Release schedule and hourly capacity of each release for the next calendar year.  Qwest will subsequently issue a notification containing the same information.  Qwest will attempt to provide this information prior to any prioritization scheduled during the fourth quarter.  

Application-to-Application OSS Interface

Qwest will support the previous Major Release of an Interconnect Mediated Access (IMA) Application-to-Application interface for one hundred eighty (180) calendar days after the subsequent Major Release of IMA has been implemented.  In the event that IMA major releases are implemented more than six (6) months apart, any CLEC desiring to delay retirement of the previous release should submit a CR requesting the delay.  Qwest will review and grant the retirement delay up until sixty (60) days after the Release Production Date of the next Major Release; however, Qwest will maintain no more than three (3) Major Releases of IMA an Application-to-Application interface in production at any time. Qwest may retire the extended release before the extension expires when all CLECs have migrated off the extended release, but no earlier than five (5) business days after the last scheduled CLEC migration from the extended release. CLECs who do not successfully migrate from the retiring release, must contact their Qwest Implementation Team immediately to schedule a new migration. Any such new migration shall not be rescheduled beyond the sixty (60) day retirement delay.  (A timeline illustrating the operation of this provision is provided at the end of Section 8.)  Past Releases of an IMA Application-to-Application interface will only be modified as a result of production support changes.  When such production support changes are made, Qwest will also modify the related documentation.  All other changes become candidates for future IMA Application-to-Application interface Releases.
Qwest makes one Release of the Electronic Bonding-Trouble Administration (EBTA) and billing interfaces available at any given time, and will not support any previous Releases.  

Graphical User Interface (GUI)

Qwest makes one Release of a GUI available at any given time and will not support any previous Releases.

IMA GUI changes for pre-order or ordering will be implemented at the same time as the related IMA Application-to-Application interface Release.

8.1.7
Release Documentation Addenda

After the Final Technical Specifications are published, there may be other changes made to documentation or the coding that is documented in the form of addenda. 

· 1st Addendum – 2 weeks after the Release the 1st addendum is sent to the CLECs, if needed. 

· Subsequent Addendum’s – Subsequent addendum’s are sent to the CLECs after the Release Production Date as needed.  There is no current process and timeline. 

· Application-to-Application interface CLECs –one hundred eighty (180) calendar days after the Release those CLECs using the Application-to-Application interface are required to cut over to the new Release.  CLECs are not required to support all new Releases. 
Appendix B: Sample - IMA 11.0 Initial Prioritization Form
	Assigned Point Value

(see instructions)
	#
	CR Number
	Title
	Company
	Interface
	Products Impacted
	Shirt Size
	Est LOE Min
	Est LOE Max

	
	1
	24652
	Unbundled DID/PBX Trunk Port Facility move from LS to PS
	Qwest
	IMA Common
	Unbundled PID/PBX Trunk Port
	Medium
	751
	3000

	
	2
	25091
	DSL Flowthrough - Re-Branding
	Qwest
	IMA Common
	DSL
	Large
	3001
	5500

	
	3
	26636
	Shared Loop Enhancements
	Qwest
	IMA Common
	Shared Loop
	Medium
	751
	3000

	
	4
	30212
	Add New UNE-P PAL to IMA
	Qwest
	IMA Common
	UNE-P PAL
	Large
	3001
	5500

	
	5
	30215
	Wholesale Local Exchange Freeze Based on CSRs
	Qwest
	IMA Common
	All
	Large
	3001
	5500

	
	6
	31766
	Reject Duplicate LSRs
	Qwest
	IMA Common
	All Products
	Medium
	751
	3000

	
	7
	5043011
	Add an online glossary of  the field title abbreviations to help menu of IMA GUI
	Eschelon
	IMA GUI
	All Products
	Medium
	751
	3000

	
	8
	5043076
	Create a separate field for line numbers in Application-to-Application interface responses
	Eschelon
	IMA Application-to-Application 
	
	Large
	3001
	5500

	
	9
	5206704
	Add OCn capable loop LSR to IMA
	ELI
	IMA Common
	DS1, DS3 & OCn Loop Orders
	Large
	3001
	5500

	
	10
	5405937
	CLECs require availability to view completed LSR information in IMA GUI
	Verizon
	IMA GUI
	Resale
	Large
	3001
	5500

	
	11
	5498578
	Ability to send dual CFA information on an LSR for HDSL orders
	WorldCom
	IMA Common
	HDSL
	Small
	201
	750

	
	12
	SCR010902-1
	Limited IMA GUI Access for Pre-Order Transactions Only
	McLeodUSA
	IMA GUI
	All
	Medium
	751
	3000

	
	13
	SCR012202-1
	Incorrect Consolidation of DR5 USOC in IMA
	Qwest
	IMA Common
	ISDN PRI
	Medium
	751
	3000

	
	14
	SCR013002-3
	IMA Pre-Order - Use CCNA to retrieve a Design Layout Report (DLR)
	Qwest
	IMA Common
	
	Medium
	751
	3000

	
	15
	SCR013002-4
	Revision of TOS field in IMA
	Qwest
	IMA GUI
	UNE-P, Resale
	Medium
	751
	3000

	
	16
	SCR013002-5
	PIC Freeze Documentation
	Qwest
	IMA Common
	Resale, UNE
	Medium
	751
	3000


Appendix C: Sample - IMA 11.0 Initial Prioritization List 

	RANK
	TOTAL POINT VALUE
	CR Number
	Title
	Company
	Interface
	Products Impacted
	Shirt Size
	Est LOE Min
	Est LOE Max
	Original List #

	1
	251
	SCR013102-15
	LSOG 6 - Upgrade Field Numbering and Naming to Existing Qwest Forms & Application-to-Application interface Maps (FOUNDATION CANDIDATE) (NOTE: Per February CMP Meeting Discussion, this CR should be ranked higher than all other LSOG 6 Change Requests)
	Qwest
	IMA Common
	All Products
	Extra Large
	5501
	8000
	32

	2
	231
	SCR013002-8
	Flowthrough on Sup 2 Category Due Date
	Qwest
	IMA Common
	All Products except Designed Products
	Large
	3001
	5500
	17

	3
	227
	SCR101901-1
	Allow customers to move and change local service providers at the same time. (NOTE: Per February CMP Meeting Discussion, this CR should be ranked higher than #26)
	Eschelon
	IMA Common
	Centrex Resale, UNE-P
	Extra Large
	5500
	8000
	35

	4
	214
	31766
	Reject Duplicate LSRs
	Qwest
	IMA Common
	All Products
	Medium
	751
	3000
	6

	5
	211
	SCR013002-3
	IMA Pre-Order - Use CCNA to retrieve a Design Layout Report (DLR)
	Qwest
	IMA Common
	
	Medium
	751
	3000
	14


APpendix D: SAMPLE change request form – as of xx-xx-xx
	CHANGE REQUEST FORM

	CR #
	     
	Status:
	     

	Originated By:       
	Date Submitted:
	     

	Company:
	     
	           Internal Ref#
	     

	Originator:
	      ,       ,       /       

	
	Name, Title, and email/phone#


	Area of Change Request: Please click appropriate box(es) and fill out the section(s) below.
	Available Dates/Time for

	 FORMCHECKBOX 
 Product/Process
	
	 FORMCHECKBOX 
 System
	Clarification/Exception Pre-Meeting

	Exception Process Requested: Please click appropriate boxes
	1.       

	 FORMCHECKBOX 
  Yes
	 FORMCHECKBOX 
  No
	2.       

	(Exception Process Requests will be considered at the next monthly CMP meeting unless Exception call/meeting requested)
	3.       

	
	4.       

	 FORMCHECKBOX 
  Exception call/meeting requested
	5.       

	
	 FORMCHECKBOX 
  Qwest SME(s) requested at Pre-Meeting (list if required)       ,       ,      

	

	Regulatory or Industry Guideline CR:  Please click appropriate box if you would like the CR to be considered as a Regulatory or Industry Guideline change.

	 FORMCHECKBOX 
 Regulatory
	
	 FORMCHECKBOX 
 Industry Guideline; Indicate industry forum:      


	Title of Change:

	     


	Description of Change/Exception:

	     


	Expected Deliverables/Proposed Implementation Date (if applicable):

	     


	OPTIONAL – COMPLETE THE SECTIONS BELOW WHERE APPLICABLE


Products Impacted: Please Click all appropriate boxes & also list specific products within product group, if applicable.

	 FORMCHECKBOX 
 Ancillary
	     
	 FORMCHECKBOX 
 LNP
	     

	    FORMCHECKBOX 
 LIDB
	     
	 FORMCHECKBOX 
 Private Line
	     

	    FORMCHECKBOX 
 8XX
	     
	 FORMCHECKBOX 
 Resale
	     

	    FORMCHECKBOX 
 911
	     
	 FORMCHECKBOX 
 Switched Service
	     

	    FORMCHECKBOX 
 Calling Name
	     
	 FORMCHECKBOX 
 UDIT
	     

	    FORMCHECKBOX 
 SS7
	     
	 FORMCHECKBOX 
 Unbundled Loop
	     

	 FORMCHECKBOX 
 AIN
	     
	 FORMCHECKBOX 
 UNE
	     

	 FORMCHECKBOX 
 DA
	     
	    FORMCHECKBOX 
 Switching
	     

	 FORMCHECKBOX 
 Operation Services
	     
	    FORMCHECKBOX 
 Transport ( Include EUDIT)
	     

	 FORMCHECKBOX 
 INP
	     
	    FORMCHECKBOX 
 Loop
	     

	 FORMCHECKBOX 
 Centrex
	     
	    FORMCHECKBOX 
 UNE-P
	     

	 FORMCHECKBOX 
 Collocation
	     
	    FORMCHECKBOX 
 EEL (UNE-C)
	     

	    FORMCHECKBOX 
 Physical
	     
	    FORMCHECKBOX 
 Other
	     

	    FORMCHECKBOX 
 Virtual
	     
	 FORMCHECKBOX 
 Wireless
	     

	    FORMCHECKBOX 
 Adjacent
	     
	 FORMCHECKBOX 
 LIS / Interconnect
	     

	    FORMCHECKBOX 
 ICDF Collocation
	     
	    FORMCHECKBOX 
 EICT
	     

	    FORMCHECKBOX 
 Other
	     
	    FORMCHECKBOX 
 Tandem Trans. / TST
	     

	 FORMCHECKBOX 
 Enterprise Data Source
	     
	    FORMCHECKBOX 
 DTT / Dedicated Transport
	     

	 FORMCHECKBOX 
 Other             
	     
	    FORMCHECKBOX 
 Tandem Switching
	     

	 FORMCHECKBOX 
 Local Switching  _________________________________


Area Impacted: Please click appropriate box.

	 FORMCHECKBOX 
 Pre-Ordering
	 FORMCHECKBOX 
 Provisioning
	
	

	 FORMCHECKBOX 
 Ordering
	
	
	

	 FORMCHECKBOX 
 Billing
	
	
	

	 FORMCHECKBOX 
 Maintenance / Repair
	 FORMCHECKBOX 
 Other  
	


Form/Transaction/Process Impacted (IMA only): Please click all appropriate boxes.

Order

	 FORMCHECKBOX 
 LSR
	 FORMCHECKBOX 
 End User (EU)
	 FORMCHECKBOX 
 Resale (RS)
	 FORMCHECKBOX 
 Resale Split (RSS)

	 FORMCHECKBOX 
 Centrex (CRS)
	 FORMCHECKBOX 
 Resale Pvt. Line (RPL) 
	 FORMCHECKBOX 
 Hunt Group (HGI)
	 FORMCHECKBOX 
 Loop Service (LS)

	 FORMCHECKBOX 
 Centrex Split (CRSS)
	 FORMCHECKBOX 
 Port Service (PS)
	 FORMCHECKBOX 
 Number Port (NP) 
	 FORMCHECKBOX 
 Loop Service w/NP (LSNP)



	 FORMCHECKBOX 
 Frame Relay (RFR)

 FORMCHECKBOX 
 Other _____________ 
	 FORMCHECKBOX 
 DID Resale (DRS)
	
	 FORMCHECKBOX 
 Directory Listings (DL)


LSR Activity

	 FORMCHECKBOX 
 N - New
	 FORMCHECKBOX 
 C - Change
	 FORMCHECKBOX 
 D - Disconnect
	 FORMCHECKBOX 
 T – Outside Move

	 FORMCHECKBOX 
 M – Inside Move
	 FORMCHECKBOX 
 Y - Deny 
	 FORMCHECKBOX 
 L – Seasonal Suspend
	 FORMCHECKBOX 
 W – Conversion As Is

	 FORMCHECKBOX 
 B – Restore

 FORMCHECKBOX 
 Other  ________
	 FORMCHECKBOX 
 R - Record
	 FORMCHECKBOX 
 Z – Conv as Spec/No DL


	 FORMCHECKBOX 
 V – Conversion As Spec




Pre-Order

	 FORMCHECKBOX 
 Address Validation
	 FORMCHECKBOX 
 CSR
	 FORMCHECKBOX 
 TN Reservation
	 FORMCHECKBOX 
 Loop Qual

	 FORMCHECKBOX 
 Facility Avail.
	 FORMCHECKBOX 
 Service Avail. 
	 FORMCHECKBOX 
 CFA Validation
	 FORMCHECKBOX 
 Appointment Scheduler

	 FORMCHECKBOX 
 Raw Loop Data

 FORMCHECKBOX 
 Cancel
	 FORMCHECKBOX 
 DLR

 FORMCHECKBOX 
 Other  __________
	 FORMCHECKBOX 
 Meet Point 
	 FORMCHECKBOX 
 Listing Reconciliation




Post-Order
	 FORMCHECKBOX 
 Local Response
	 FORMCHECKBOX 
 Completion
	 FORMCHECKBOX 
 PSON
	 FORMCHECKBOX 
 Billing Completion

	 FORMCHECKBOX 
 Status Updates.
	 FORMCHECKBOX 
 Status Inquiry 
	 FORMCHECKBOX 
 LSR Notice Inquiry
	 FORMCHECKBOX 
 LSR Status Inquiry

	 FORMCHECKBOX 
 DSRED
	 FORMCHECKBOX 
 Batch Hot Cut


	 FORMCHECKBOX 
 Provider Notification

                                    
	 FORMCHECKBOX 
 Other  ________________




OSS Interfaces Impacted: Please click all appropriate boxes.

	 FORMCHECKBOX 
 CEMR
	 FORMCHECKBOX 
 IMA Application-to-Application interface
	 FORMCHECKBOX 
 MEDIACC
	 FORMCHECKBOX 
 QORA

	 FORMCHECKBOX 
 EXACT
	 FORMCHECKBOX 
 IMA GUI 
	 FORMCHECKBOX 
 Product Database
	 FORMCHECKBOX 
 Wholesale Billing Interface

	 FORMCHECKBOX 
 Directory Listing
	 FORMCHECKBOX 
 HEET
	 FORMCHECKBOX 
 SATE 


	 FORMCHECKBOX 
 Other  ________________


DEFINITION OF TERMS

	Term
	Definition

	Application-to-Application interface
	An electronic interface that supports billing or ordering processes (e.g., Extensible Markup Language (XML) or Electronic Data Interface (EDI).

	CLEC 
	A telecommunications provider that has authority to provide local exchange telecommunications service on or after February 8, 1996, unless such provider has been declared an Incumbent Local Exchange Carrier under the Federal Telecommunications Act of 1996.

	Design, Development, Notification, Testing, Implementation and Disposition 
	Design:  To plan out in a systematic way.  Design at Qwest includes the Business Requirements Document and the Systems Requirements Document.  These two documents are created to define the requirements of a Change Request (CR) in greater detail such that programmers can write system software to implement the CR.

Development:  The process of writing code to create changes to a computer system or sub system software that have been documented in the Business Requirements and Systems Requirements.

Notification: The act or an instance of providing information.  Various specific notifications are documented throughout this CMP. Notifications apply to both Systems and Product & Process changes

Testing:  The process of verifying that the capabilities of a new software Release were developed in accordance with the Technical Specifications and performs as expected. Testing would apply to both Qwest internal testing and joint Qwest/CLEC testing.

Implementation:  The execution of the steps and processes necessary in order to make a new Release of a computer system available in a particular environment.   These environments are usually testing environments or production environments.

Disposition: A final settlement as to the treatment of a particular Change Request.   

	Good Faith 
	"Good faith" means honesty in fact and the observance of reasonable commercial standards of fair dealing.

	History Log
	A History Log documents the changes to a specific document.  The log will contain the document name and, for each change, the document version number, change effective date, description of change, affected section name and number, reason for change, and any related CR or notification number.

	Level of Effort
	Estimated range of hours required to implement a Change Request

	OSS Interface
	Existing or new gateways (including application-to-application interfaces and Graphical User Interfaces), connectivity and system functions that support or affect the pre-order, order, provisioning, maintenance and repair, and billing capabilities for local services provided by CLECs to their end users.

	OSS Interface Application to Application Testing

· Controlled Production Testing 

· Initial Implementation Testing 

· Migration Testing

· Regression Testing


	Controlled Production Testing: Controlled Production process is designed to validate CLEC ability to transmit transactions that meet industry standards and comply with Qwest business rules. Controlled Production consists of submitting requests to the Qwest production environment for provisioning as production orders with limited volumes. Qwest and CLEC use Controlled Production results to determine operational readiness for full production turn-up. 

Initial Implementation Testing: This type of application-to-application testing allows a CLEC to validate its technical development of an OSS Interface before turn-up in production of new transactions or significantly changed capabilities.

Migration Testing: Process to test in the Customer Testing Environment a subsequent application-to-application Release from a previous Release.   This type of testing allows a CLEC to move from one Release to a subsequent Release of a specific OSS Interface.

Regression Testing: Process to test, in the Customer Test Environment, OSS Interfaces, business process or other related interactions.  Regression Testing is primarily for use with ‘no intent’ toward meeting any Qwest entry or exit criteria within an implementation process. Regression Testing includes testing transactions previously tested, or certified.

	Release

· Major Release

· Point Release

· Patch Release
	A Release is an implementation of changes resulting from a CR or production support issue for a particular OSS Interface There are three types of Releases for IMA.: 

· Major Release may be CLEC impacting (to systems code and CLEC operating procedures) via Application-to-Application interface changes, GUI changes, technical changes, or all.   Major Releases are the primary vehicle for implementing systems Change Requests of all types (Regulatory, Industry Guideline, CLEC originated and Qwest originated).

· Point Release may not be CLEC code impacting, but may affect CLEC operating procedures.  The Point Release is used to fix bugs introduced in previous Releases, apply technical changes, make changes to the GUI, and/or deliver enhancements to IMA disclosed in a Major Release that could not be delivered in the timeframe of the Major Release.

· Patch Release is a specially scheduled system change for the purpose of installing the software required to resolve an issue associated with a trouble ticket.

	Release Notification
	A notification distributed by Qwest through the Mailout tool to provide the information required by the following sections of this CMP: 7.0 - Introduction of a New OSS Interface, 8.0 - Change to Existing OSS Interfaces and 9.0 - Retirement of Existing OSS Interfaces.

	Release Production Date
	The Release Production Date is the date that a software Release is first available to the CLECs for issuance of production transactions.

	Software Defects
	A problem with system software that is not working according to the Technical Specifications and is causing detrimental impacts to the users.

	Stand-alone Testing Environment (SATE)  
	A Stand-Alone Testing Environment is a test environment that can be used by CLECs for Initial Implementation Testing, Migration Testing and Regression Testing.  SATE takes CLEC pre-order and order transaction requests, passes the requests to the stand-alone database, and returns responses to the CLEC user. SATE uses pre-defined test account data and requests that are subject to the same BPL IMA/Application-to-Application interface edits as those used in production.  The SATE is intended to mirror the production environment (including simulation of all legacy systems).  SATE is part of the Customer Test Environment.

	Sub-systems 
	A collection of tightly coupled software modules that is responsible for performing one or more specific functions in an OSS Interface.

	Subject Matter Expert (SME)
	An individual responsible for products, processes or systems identified or potentially affected by the CLEC or Qwest request.  When attending a CMP meeting, a SME will either answer specific questions about the request or take action items to answer promptly specific questions.

	Technical Specifications 
	Detailed documentation that contains all of the information that a CLEC will need in order to build a particular Release of an application-to-application OSS Interface.  Technical Specifications include:

· A chapter for each transaction or product which includes a business (OBF forms to use) description, a business model (electronic transactions needed to complete a business function), trading partner access information, mapping examples, data dictionary

Technical Specification Appendices for IMA  include:

· Developer Worksheets

· IMA Additional Edits (edits from backend OSS Interfaces)

· Developer Worksheets Change Summary (field by field, Release by Release changes)

· Application-to-Application interface Mapping and Code Conversion Changes (Release by Release changes)

· Facility Based Directory Listings

· Generic Order Flow Business Model

The above list may vary for non-IMA application to application interfaces

	Version 
	A version is the same as an OSS Interface Release (Major or Point Release)
















































































































































































































































































































































































































































































Note: Throughout this document, OSS Interfaces are defined as existing or new gateways (including application-to-application interfaces and Graphical User Interfaces), connectivity and system functions that support or affect the pre-order, order, provisioning, maintenance and repair, and billing capabilities for local services (local exchange services) provided by CLECs to their end users
Note: Throughout this document, the terms “include(s)” and “including” mean “including, but not limited to.”
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