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DEPARTMENT OF HUMAN SERVICES




DHS-BIS-DEA

Application Implementation Request (AIR)

	REQUESTING DIVISION:
	     
	DATE OF REQUEST:
	     

	CONTACT NAME:
	     
	CONTACT PHONE #:
	     

	TYPE OF TRANSFER:
	 FORMDROPDOWN 

	Emergencies: Complete Justification Section below. 

	Transfer After Date/Time:
	     
	Transfer Before Date/Time:
	     




(mm/dd/yy) (hh:mmm) (am/pm)




(mm/dd/yy) (hh:mmm) (am/pm)

Developer Assigned AIR Number 
(mm/dd/yy-Release Number):      








(Date: Implementation Date – Release Number) 
Expedited/Emergency Transfer Justification:      
TFS ID/Iteration:
     
Application Name: 
     
Special Instructions:      
Source Project:
 FORMDROPDOWN 

Does this project require Cross Platform Coordination:
 FORMDROPDOWN 

DBMS Change?
 FORMDROPDOWN 

DB Request #
:
     
Description:

     
Destination Server:
     
To be completed by the Software Quality Assurance Team: 
QA Authorization:
     
QA Date:

     
Comments:

     


Number of Modules Reviewed:
     
AIR Package Instructions:

I. Standard AIR Package:
 Following the scheduled eight (8) day lead time process.
a. Requestor (Commonwealth Employee or Contractor):


i. Please complete the AIR form above.
ii. Attach the Microsoft Excel Spreadsheets that list
1. the APPLICATION FILES and
2. the LIBRARY FILES to be implemented,
iii. Email the AIR Package to your Supervisor for review.
iv. Contractors email to “OIS QA Request” and notify appropriate Program Office.  Program Office sends approval to “OIS QA Request”.
b. Supervisor: 
i. Please indicate in the Supervisor’s forwarded email: approval and/or additional comments.

ii. Then forward the AIR Package, including all attachments, via email to “OIS QA REQUEST”.
II. Expedited or Emergency AIR Package:
Less than the eight (8) day lead time process.
1.  Expedited Release is a PCR modification to the baseline, a change in the existing timeline, or a business need as to why it is being implemented early.

2.  Emergency Release is a PCR defect, a latent production defect, critical bug fix, security breach, data fix, or a latent SDLC issue.

a. Requestor (Commonwealth Employee or Contractor):


i. Please complete the AIR form above.
ii. Attach the Microsoft Excel Spreadsheets that list
1. the APPLICATION FILES and
2. the LIBRARY FILES to be implemented,
iii. Email the AIR Package to your Supervisor for review.
iv. Contractors email to “OIS QA Request” and notify appropriate Program Office.  Program Office sends approval to “OIS QA Request”.
b. Supervisor: 
i. Please forward the Requestor’s AIR Package, including all attachments, via email to your Division Director or their assigned representative for their review.
c. Division Director or their assigned representative: 

i. Please indicate in the Division Director’s forwarded email: approval and/or additional comments.

ii. Then forward the AIR Package, including all attachments, via email to “OIS QA REQUEST”.
NOTE:  It is the developer’s responsibility to follow-up and ensure that QA receives the appropriate approvals in a timely manner.  Failure to do so, may impact the timing of your implementation.

III. Software Quality Assurance Process (OIS QA REQUEST):
a. Quality Assurance will receive and process the Application Implementation Request (AIR Package) from the “OIS QA REQUEST” resource account.
b. Quality Assurance will copy the AIR to the Implementation Calendar.

c. Requestor’s next step is to attend/participate via conference call at the next scheduled Change Management Board meeting to present your AIR to the committee. 
d. Requestor’s final step is to email ‘OIS QA Request’ when the implementation is complete.
Thank you,

Software Quality Assurance 
3/18/2016
1
Version: 1.3
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