How to Close Out a PCR
	Introduction
	These are the steps which must be completed to close out a Policy Change Request (PCR).


	Responsibility
	Anyone can close out a PCR, but typically the person who worked on the PCR will close it out. 


	Before you begin
	This task is only begun when the work on the PCR has been completed or permanently discontinued. Discontinuation of a PCR requires managerial approval.


	Purpose
	The contents of the closed out PCR folder should enable someone at a later date to recreate the steps taken to complete this PCR. So all relevant information must be kept in the PCR file folder.


	Acquire Hard Copies for the PCR Folder
	All documents prepared or used in the completion of the PCR request should be in the folder. Each of the following must be placed in the correctly numbered PCR folder:

· Route folder with 

· Coordination Sheet
· Folded copies of previous drafts replaced due to approver requests
· Copy of final draft (original goes to the PCR requester)
· Support documents if any

· Previous drafts developed prior to approval process
· Request for revision

· Emails which show approvals
· Any other supporting documents
· If the PCR was discontinued, the rationale must be included in hard copy. 




	File PCR Folder in Room 2-304
	The complete folder with all contents listed above, must be filed next to the preceding numbered folder in Room 2-304.



	Electronic Copies
	Any relevant electronic copies should be placed in the shared drive at: Common on Smf00file017 Z/Technology and Acquisitions/Policy and Procedure Unit/PPO/Current Projects/PCRs/PCR Archive



	PCR Log
	1. Update the summary log in the shared drive using this path:
Common on Smf00file017 Z - Technology and Acquisitions - Policy and Procedure Unit - PPO - Current Projects - PCRs - PCR Log - PCR #XX-XX Description
2. Under “Status” type the date the project was completed.




	PPO Mailbox
	If the PCR was initiated through the PPO Mailbox, you must go through the steps to close it out there also. See XX.


