ENCLOSURE 14


CHANGE REQUEST PROCESS FOR K_DIRS DIRECTORY
DEFINITIONS:

“K_Dirs Directory” is the server or drive which stores data files (e.g., Word or Excel files) used in conjunction with Comprizon.Buy.  For most users, this is the “N drive”.
RESPONSIBILITIES:
The Comprizon.Buy Systems Administrator (SA) is responsible for insuring that the change request process is completed and the user is provided an answer in a timely manner.
Users are responsible to request changes to the K_Dirs Directory using this change request process.

PROCEDURES:
1.  General.
TAP 04-01, Contract Documents Filing System, contains three (3) enclosures that detail how documents are filed on the K_Dirs Directory for Comprizon.Buy:


Enclosure 10 - Comprizon Electronic Folder and File Naming Convention for the Next Generation of TRICARE Contracts

Enclosure 11 - Comprizon Electronic Folder and File Naming Convention for Current Managed Care and Non-Managed Care Contracts

Enclosure 13 - Comprizon Electronic Folder and File Naming Convention for the Uniform Formulary Blanket Purchase Agreements

2.  Change Request Process.
2.1.  A user identifies a need to change the K_Dirs Directory filing structure.
2.2.  A request for a proposed change to the file structure and justification for the change will be provided to the SA.
2.3.  The SA will provide the requested change to the Acquisition Policy and Pricing Division (AP&PD) and the Contract Management Working Group (CMWG) Chair.  If the CMWG Chair is unavailable, a contract administrator currently serving on the CMWG will represent the CMWG Chair.
2.4.  The user who proposed the change, the SA, an AP&PD Procurement Analyst, and the CMWG Chair will discuss the proposed change.
2.4.1.  If the change is disapproved, the SA will advise the user of the appropriate location to file documents within the existing file structure.
2.4.2.  If the change is approved, the SA will immediately change the K_Dirs directory and advise the user.
2.4.3.  The proposed change and its final resolution will be documented in meeting minutes.
2.5.  Final resolution and a change to the K_Dirs directory should occur within 2 working days after the user notified AP&PD and the CMWG Chair.
2.6.  The CMWG Chair will advise the CMWG of the approved change.

2.7.  The AP&PD will issue a Policy Alert advising Comprizon.Buy users (Contract Management Division and Operations staff) of the change.

2.8.  The approved changes to the standardized electronic filing structure shall be documented in a revision to TAP 04-01.
2.9.  No change will be made to the K_Dirs directory unless this change request process is used.
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