Configuration Management Roles and
Responsibilities

Date: [Insert Date]

To: [Recipient's Name]

From: [Your Name]

Subject: Configuration Management Roles and Responsibilities

Dear [Recipient's Name],

As part of our ongoing efforts to enhance our project management practices, | am outlining the
roles and responsibilities associated with configuration management within our organization.

Effective configuration management is essential to ensure consistency, reliability, and quality in
our products and processes.

Roles and Responsibilities

« Configuration Manager:
o Oversee all configuration management processes.
o Ensure compliance with configuration management standards.
o Facilitate regular configuration audits.
« Change Control Board (CCB):
o Review and approve proposed changes to configuration items.
o Ensure all stakeholders are informed of changes.
o Maintain a record of all change requests and decisions.
e Technical Staff:
o Implement configuration changes as approved by the CCB.
o Maintain documentation of configuration items and their versions.
o Report any issues or discrepancies to the Configuration Manager.

If you have any questions or require further clarification, please do not hesitate to reach out.
Thank you for your cooperation.

Best regards,

[Your Name]

[Your Position]

[Your Contact Information]



