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DLMS Change Proposal Instructions
GENERAL INSTRUCTIONS
· All fields are mandatory unless noted otherwise
· Detailed instructions regarding the preparation of a DLMS Change Proposal can be found in DLMS Training Module 6 
· Use active voice.
· Spell out acronyms the first time that they are used.
· Before submitting the DLMS Change Proposal Form to DLA Logistics Management Standards, please delete these instructions pages

FORM INSTRUCTIONS
ORIGINATING SERVICE/AGENCY AND POC INFORMATION:  Identify the person who can discuss the concepts, needs, and the rationale underlying the proposed change.  Include the name, organization and office symbol, DSN and commercial telephone number, and electronic mail address.
Technical POC:  Technical Point of Contact responsible for this change.
Functional POC:  Functional Point of Contact responsible for this change.
FUNCTIONAL AREA:
Primary/Secondary Functional Area:  Identify the primary/secondary functional area whose systems, policies, and procedures are most affected by the change (e.g., Supply, Finance, Pipeline Measurement, Contract Administration, etc.). 
Primary/Secondary Functional Process:  Identify the primary/secondary functional process(es) most affected by the change in procedure or process (e.g.:  Distribution, Sustainment, Disposal, Material Return Program, Depot Maintenance, Inventory Adjustment, etc. 
REFERENCES: List any applicable references (e.g., DLM 4000.25, Defense Logistics Management Standards (DLMS), Volume 2, Supply Standards and Procedures, Chapter 2).   Also, you should include hyperlinks to any applicable references (if available).  Cite all references in the order that they appear in the DLMS change to make cross referencing easier.

REQUESTED CHANGE(S):
Brief Overview of Change:  Provide high-level description of what this change entails. 
Background:  Provide context for submission of this change. Include procedures, transactions, data elements, processing details in use today: 
Requested Change in Detail:  This is a detailed explanation of the changes identified in the overview above. Provide a description of the proposed changes including applicable data elements, transactions, and processes/procedures.  The more detail provided here, the easier it will be for those reviewing this change to understand the desired outcome and impact.  
Revisions to DLM 4000.25 Manuals:  Identify required changes to Defense Logistics Standard Systems (DLSS) and DLMS publications to support this change and provide the specific wording for the changes.  Include references to chapter and volume and document all changes to the DLSS/DLMS manual procedural text, legacy transaction formats or DLMS supplements, data elements, code values, and any other relevant information.  If necessary, this information can be provided as a separate document when the form is submitted.  Write the procedural text for the manuals in active voice (e.g., “the storage activity will send the receipt transaction to the owner”, rather than “the receipt transaction is sent to the owner”).
Proposed Transaction Flow:  Illustrate for clarification where new transactions or revised routing rules are applicable.
Alternatives:  Identify and discuss known alternate approaches to resolve the problem or issue. 
REASON FOR CHANGE:  Provide a description of why this change is being made. 
ADVANTAGES AND DISADVANTAGES:
Advantages:  Identify both tangible and intangible benefits expected from adoption of the change.  Include benefits both within and beyond the primary functional area of the DLSS/DLMS, especially benefits accruing to DOD.  Address what happens if nothing is done.  Quantify both tangible and intangible benefits and advantages.  Show computation of dollar values where appropriate.  Demonstrate why the proposed solution is more advantageous than the alternatives. 
Disadvantages:  Indicate known or potential problems and costs associated with the proposal.  Consider disadvantages both within and beyond the primary functional area of the DLSS/DLMS.  Quantify both tangible and intangible costs and disadvantages.  Show computation of dollar values where appropriate. 
ASSUMPTIONS USED OR WILL BE USED IN THE CHANGE OR NEW DEVELOPMENT:  (OPTIONAL) Indicate any assumption about the existing environment that may impact the development or implementation of the proposed change.  
ADDITIONAL COMMENTS TO CONSIDER:  (OPTIONAL) Indicate any additional comments to consider not previously described. 
ADDITIONAL FUNCTIONAL REQUIREMENTS:  (OPTIONAL) Indicate additional functional requirements not documented elsewhere.  
ESTIMATED TIME LINE/IMPLEMENTATION TARGET:  (REQUIRED) Indicate desired/proposed implementation timeline.  If this change is associated with a Component-mandated change, provide the planned implementation date. 
ESTIMATED SAVINGS/COST AVOIDANCE ASSOCIATED WITH IMPLEMENTATION OF THIS CHANGE:  If known, indicate estimated savings or cost avoidance associated with this change. 
IMPACT:  Any additions or changes to data elements will be inserted by DLMSO.  (Example:  Data Content/Procedures:  Identify additional specific information requirements that will be added, revised, or deleted as a result of this change.) 
New DLMS Data Elements:  Example: This PDC/ADC adds the following new DLMS Data Elements; they are not included in any previous DLMS transactions.  Provide the data element name with the definition and data characteristics.
Changes to DLMS Data Elements:  Example:  This PDC/ADC changes the usage of the following existing DLMS Data Elements.  Provide the data element name (or revised data element name) with the revised definition and/or revised data characteristics.
Automated Information Systems (AIS):  Identify specific AIS impacted by this change.
Transaction Services:  Identify impact to Transaction Services processing or Defense Automatic Addressing Systems (DAAS) maps for DLSS-DLMS or other transaction format conversion.  
Non-DLM 4000.25 Series Publications:  List any non-DLMS/DLSS publications that would be affected by this change (e.g., if the change affects instructions published in an AFMAN, the specific AFMAN should be listed here).
