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Service Provider
Route
Initiator (Requester)
The Initiator (Requester) is the Individual that Populates and Sends the Request Form to INTRIA for Processing
Sponsor (Approver)
The Sponsor (Approver) will review and approve the Request prior to the Gatekeeper and Service Provider receiving the submission. They must be different from the Initiator.
Initiator's Client (If any)
The Client is the business entity that is requesting the change from INTRIA.
CIBC Hierarchy
The CIBC Hierarchy is Top-Down view of CIBC Group's Organization Structure
Gatekeeper (Approver)
The individual or group that reviews the content of a request to ensure completeness and validity. A gatekeeper can decline a request and stop the submission reaching the service provider (INTRIA)
Relationship Manager
The Relationship Manager is Designated Representative from INTRIA that Manages you as a Client
End Client
The End Client refers the the client that is either requesting the change or is ultimately impacted by the change.
Response Level
Change Name
Change Type
Short Description/
Objective
Service Group
Category
Priority
Urgency Reason (Check all that apply)
8.2.1.3144.1.471865.466429
Date Quote Required By (Planning)
Enter Reason below
  Please ensure all the attachments are added to the Body of the Email prior to delivery.
  Please ensure all the attachments are added to the Body of the Email prior to delivery.
  Please ensure all the attachments are added to the Body of the Email prior to delivery.
  Please ensure all the attachments are added to the Body of the Email prior to delivery.
  Please ensure all the attachments are added to the Body of the Email prior to delivery.
  Please ensure all the attachments are added to the Body of the Email prior to delivery.
  Please ensure all the attachments are added to the Body of the Email prior to delivery.
  Please ensure all the attachments are added to the Body of the Email prior to delivery.
  Please ensure all the attachments are added to the Body of the Email prior to delivery.
  Please ensure all the attachments are added to the Body of the Email prior to delivery.
  Please ensure all the attachments are added to the Body of the Email prior to delivery.
  Please ensure all the attachments are added to the Body of the Email prior to delivery.
  Please ensure all the attachments are added to the Body of the Email prior to delivery.
Please note all the following requirements are essential for INTRIA to provide an accurate response and  any missing information will result in a longer than normal
response cycle.
 
An Implementation Smart Form must be included with the submission.
  Please ensure all the attachments are added to the Body of the Email prior to delivery.
  Please ensure all the attachments are added to the Body of the Email prior to delivery.
Please note all the following requirements are essential for INTRIA to provide an accurate response and  any missing information will result in a longer than normal
response cycle.
 
Sample Stubs must be provided to INTRIA for the assessment of your request.
  Please ensure all the attachments are added to the Body of the Email prior to delivery.
  Please ensure all the attachments are added to the Body of the Email prior to delivery.
Please note, 250 test samples must be provided prior to assessment of your request.
Please note, 50 test samples must be provided prior to assessment of your request.
Please note, Business Rules may be impacted as a result of your request.
  Please ensure all the attachments are added to the Body of the Email prior to delivery.
  Please ensure all the attachments are added to the Body of the Email prior to delivery.
  Please ensure all the attachments are added to the Body of the Email prior to delivery.
  Please ensure all the attachments are added to the Body of the Email prior to delivery.
  Please ensure all the attachments are added to the Body of the Email prior to delivery.
Requested Response Date (only if time-sensitive)
Note: INTRIA cannot commit to a date until the Change Request is reviewed
  Please ensure all the attachments are added to the Body of the Email prior to delivery.
All responses expire 90 calendar days after receipt.
Funding Approvals:
Code
Service Name/ Description
Unit of Count
Unit Cost
Estimated  Volume
Estimated Costs
The Service Provider will track and bill for the actual work effort associated with this request.
Code
Service Name/ Description
Unit of Count
Unit Cost
Estimated  Volume
Estimated Costs
  Please ensure all the attachments are added to the Body of the Email prior to delivery.
Contractual Changes (Complete Questions 1-10 as they are Mandatory)
 1) Is this a request for a new service? (this may be an existing service that INTRIA offers but ‘new’ to this particular client)
 2) Is this a request to change the Service Description on an existing service provided to this client? 
 3) Does this request result in a change to Unit Price (as quoted on currently published price list) or Costs?
 4) Does this change have a direct or indirect impact to existing Service Level Agreements with this client?
 5) Does this change affect the Servicing Locations identified in the existing Contract? 
 6) Does this change have an impact to any contractual terms? (Terms COLA/ CPI, volume fluctuations, billing, contract term, etc. )
 7) Does this change require INTRIA to purchase new hardware, software, equipment, or other fixed assets?
 8) Does this change require INTRIA to acquire additional premises?
 9) Does this change require INTRIA to hire external consultants?
10) Does this change require INTRIA to allocate project resources in order to implement the Change?
Non Contractual Changes (Complete any of Questions 11-13)
11) Non-Contractual Changes & One-Off Agreements (LESS than $2,500)
12) Non-Contractual Changes & One-Off Agreements (LESS than $5,000)
13) Non-Contractual Changes & One-Off Agreements (MORE than $5,000)
Information/ Verification/ Notification only (Complete Questions 14-15 as they are Mandatory)
14) Is there work effort to perform analysis, tracking, information gathering or verification?
15) This classification does not allow for any Ongoing, Project or One-Time service billing other than that noted in 14) above.
Non Contractual Changes
 1) Non-Contractual Changes & One-Off Agreements (LESS than $5,000)
 2) Non-Contractual Changes & One-Off Agreements (MORE than $5,000)
Process Owner
Change Management Approver 
Finance (Determined by Change Management Approver)
Contract Management
LOB Director (Related to LOB Impacted)
2 Executives
LOB Director (Related to LOB Impacted) + 1 Executive (VP Operations)
LOB Director (Related to LOB Impacted) 
Product Group
Technology Group
Regional Operations
1) New Product/ Price
2) Modification to Existing Product/ Price
3) Strategic Direction of Products
1) New Technology Solutions
2) Modification to Existing Technical Systems
3) Strategic Direction of Technology
1) Monitor Capacity
2) Evaluate Manpower (FTE)
3) Business Continuity
Documentation Management
Corporate Program Management
Contract Management
1) Process Documentation Finalization
2) INTRIA Operations Circular (IOC) Published
 
1) Volume Setup/ Tracking Details
2) Billing Setup/ Changes
3) Historical Volume Trends  
1) Help Mitigate Legal Risk
2) Contractual Documentation (Wording) 
Contract Management
Process Owner
Change Management
Finance
Pricing Committee
1) No Terms or Conditions in
     content to cause Legal Risk
2) Wording is consistent with
     existing Master Processing/
     Servicing Agreement 
1) Capacity is Available2) No Conflicts to Other Projects, 
     Changes, or Strategic
     Objectives3) No Termination of Services4) No FTE Impact5) No SLA Changes6) No Impact to Other Clients
1) Response Content In-line with  
     Costs
2) No Missing Information in
     Terms of Product (Name, 
     Description, Price, Unit of
     Count, Volume, Codes, etc.)
3) Valid Volumes and Prices are 
     Supplied 
4) Calculations are Correct
1) Greater Than $50,000
    (Increase or Decrease) Annually2) Existing Products Expense
     Increases Greater Than
    $10,000 Annually3) Any FTE Impact (Negative or
    Positive)4) New Product is Developed5) Existing Product Requires Re-
    Pricing6) Create Excess Capacity7) Requires Capital Investment8) Termination of Services9) Project Costs are not 100%
     Recoverable
1) Any new price or change to an    
    existing client's price.
*Unless captured directly from the
  Price List.
LOB Directors
Executives
Cheque and Remittance Director
Currency Director
IMDS Director
Billing & Program Management Director
 
*If unavailable, the LOB Directors are responsible for designating and communicating their backup. It is important that the Signed Change Order, Mailbox is notified of the period and the name of the delegate. 
President
VP Operations
Head of Technology
 
 
*If unavailable, the Executives are responsible for designating and communicating their backups.  Backups can only be an individual with similar/ more authority.  Therefore, a LOB Director cannot be the backup for an Executive.
Service Provider Approval
Signing Authority Signature
Service Provider Approval
Signing Authority Signature
Questionnaire
Very Satisfied
(5)
Satisfied 
(4)
Neutral 
(3)
Unsatisfied 
(2)
Very Unsatisfied 
(1)
How Satisfied were you with the overall Change Management Process (Request -> Intake - > Response -> Approval)
How Satisfied were you with the Request Section in terms of useability, user friendly, and overall method of capture		
How Satisfied were you with the turn-around time of this specific Request
Comments/ Feedback (Please elaborate on any Unsatisfied/ Very Unsatisfied Score from the Questionnaire)
Please place a mark in the box that best suits your answer.
Client Approval
Signing Authority Name
Signing Authority Signature
Signing Date
Client Approval (Optional)
Signing Authority Name
Signing Authority Signature
Signing Date
Decline Reason:
Client Billing Details (Please Provide a Billing Transit)
Authority to Sign:
 .
*
*
Phase
Signing Authority Name
Siging Authority Signature
Signing Date
Analysis
Approval of Costs
Development
Approval of Costs
Implementation
Approval of Costs
Change not Implemented
Declined - provide reason below
Accept Final Version
Approval of Costs
Authority to Sign:
Decline Reason:
 If prior authorization is on file (in your contract) you may
email the soft copy of the entire document to:                    Signed Change Order, Mailbox (SignedChangeOrder@INTRIA.com)
                                                               
OR
 
If no prior authorization is on file please forward the           INTRIA, 155 Britannia Rd E, Mississauga, Ontario, L4Z 4B7. Attention: hardcopy of the entire document to:                           Signed Change Order 
 You may email the soft copy of the entire document to:                    Signed Change Order, Mailbox 
                                                                        SignedChangeOrder@INTRIA.com
                                                               
OR
 
Please forward the hardcopy of the entire document to:                    INTRIA, 155 Britannia Rd E, Mississauga, Ontario, L4Z 4B7. 
                                                                        Attention: Signed Change Order 
FALSE
Email INTRIA
Sponsor (Approver)
Approved by Sponsor
Declined by Sponsor
Retail Markets
Wholesale Banking
Administration
Corporate Development
Finance
Risk Management
Technology and Operations
Project
Retail Markets
Wholesale Banking
Administration
Corporate Development
Finance
Risk Management
Technology and Operations
Project
Amicus
Asset Management - Mutual Funds - Confirms
Asset Management - Mutual Funds - Different Entities (Statements)
Asset Management - Mutual Funds - Securities Inc
Asset Management - Mutual Funds - Tax Jobs
Business Banking
Business Planning & Controls
Business Planning & Controls - Program & Project Management
Card Products
Commercial Banking
Consumer Deposits
Customer Marketing
Insurance
Investor Services Inc.
Mortgages and Lending
National Collections
Retail Markets - ABM Delivery and Vendor Management
Retail Distribution - ABM Channel and Card Management Services
Retail Distribution - Imperial Service and Private Wealth Management
Retail Distribution - Personal And Business Banking (Branch)
Telephone Banking
Telephone Banking - Business Contact Centre
Wood Gundy - Confirms
Wood Gundy - Different Entities (Statements)
Wood Gundy - Securities Inc
Wood Gundy - Tax Jobs
Cross Asset
Fixed Income, Currencies & Distribution - Confirms
Fixed Income, Currencies & Distribution - Different Entities (Statements)
Fixed Income, Currencies & Distribution - Securities Inc
Fixed Income, Currencies & Distribution - Tax Jobs
Global Equities
ICMB
Interest Rate Derivatives
Treasury
United Kingdom
Communications & Public Affairs
Compliance
Control Division
Corporate Secretary
Corporate Security
Internal Audit
Legal
Ombudsman Office
Privacy
CIBC Mellon
First Carribean
Finance Business Support
Finance Shared Services
Taxation
Treasury Finance
Capital Markets Risk Management (CMRM)
Global Reputation & Legal Risk
Policies, Procedures & References
Product Risk Management (PRM)
Risk Services
Wholesale Credit & Investment Risk Management (WCIRM)
Global Operations & INTRIA - Business Transformation and Control
Global Operations & INTRIA - Retail Operations
Global Operations & INTRIA - Wholesale Brokerage Operations
Human Resources
Infrastructure Finance
Technology
Project
Amicus
Asset Management - Mutual Funds - Confirms
Asset Management - Mutual Funds - Different Entities (Statements)
Asset Management - Mutual Funds - Securities Inc
Asset Management - Mutual Funds - Tax Jobs
Business Banking
Business Planning & Controls
Business Planning & Controls - Program & Project Management
Card Products
Commercial Banking
Consumer Deposits
Customer Marketing
Insurance
Investor Services Inc.
Mortgages and Lending
National Collections
Retail Markets - ABM Delivery and Vendor Management
Retail Distribution - ABM Channel and Card Management Services
Retail Distribution - Imperial Service and Private Wealth Management
Retail Distribution - Personal And Business Banking (Branch)
Telephone Banking
Telephone Banking - Business Contact Centre
Wood Gundy - Confirms
Wood Gundy - Different Entities (Statements)
Wood Gundy - Securities Inc
Wood Gundy - Tax Jobs
Cross Asset
Fixed Income, Currencies & Distribution - Confirms
Fixed Income, Currencies & Distribution - Different Entities (Statements)
Fixed Income, Currencies & Distribution - Securities Inc
Fixed Income, Currencies & Distribution - Tax Jobs
Global Equities
ICMB
Interest Rate Derivatives
Treasury
United Kingdom
Communications & Public Affairs
Compliance
Control Division
Corporate Secretary
Corporate Security
Internal Audit
Legal
Ombudsman Office
Privacy
CIBC Mellon
First Carribean
Finance Business Support
Finance Shared Services
Taxation
Treasury Finance
Capital Markets Risk Management (CMRM)
Global Reputation & Legal Risk
Policies, Procedures & References
Product Risk Management (PRM)
Risk Services
Wholesale Credit & Investment Risk Management (WCIRM)
Global Operations & INTRIA - Business Transformation and Control
Global Operations & INTRIA - Retail Operations
Global Operations & INTRIA - Wholesale Brokerage Operations
Human Resources
Infrastructure Finance
Technology
Project
Gatekeeper (Approver)
Reviewed by Gatekeeper
Approved by Gatekeeper
Declined by Gatekeeper
X
X
X
X
HSBC
Other
HSBC
Other
I am uncertain, please display all Service Groups
Cheque Processing Services
Currency Services
Image Capture
Other Services
Payment Processing (Remittance) Services
Print and Mail Services
I am uncertain, please display all Service Groups
Cheque Processing Services
Currency Services
Image Capture
Other Services
Payment Processing (Remittance) Services
Print and Mail Services
Branch Services (New Branch Setups and Mergers)
Cheque Processing for Corporate Clients
Clearing Table Updates
Other Cheque Changes (File Transmission, Reporting, Service Charge, and Process)
Return Mail Services
ABM/ ATM Services (New, Remove, Relocate, and Exception Handling Changes)
Exchange Table Updates
Other Currency Changes (File Transmission, Reporting, Paper Forms, and Process)
Image Processing
General/ Other Services
New Payment Processing (Retail lockbox)
New Payment Processing (Wholesale lockbox)
Changes to Existing Payment Processing (Documents, Envelopes, Files, Reports and Process)
Changes to Existing Print Layout and Stationery
New Print and Mail Services
Regression Testing
TaxStar Services
Branch Services (New Branch Setups and Mergers)
Cheque Processing for Corporate Clients
Clearing Table Updates
Other Cheque Changes (File Transmission, Reporting, Service Charge, and Process)
Return Mail Services
ABM/ ATM Services (New, Remove, Relocate, and Exception Handling Changes)
Exchange Table Updates
Other Currency Changes (File Transmission, Reporting, Paper Forms, and Process)
Image Processing
General/ Other Services
New Payment Processing (Retail lockbox)
New Payment Processing (Wholesale lockbox)
Changes to Existing Payment Processing (Documents, Envelopes, Files, Reports and Process)
Changes to Existing Print Layout and Stationery
New Print and Mail Services
Regression Testing
TaxStar Services
Indicia
Type Application Name
Type Application Name
Type Application Name
Type Application Name
Indicia
Type Application Name
Type Application Name
New
PR2-3D
PR4-5D
PR6-7D
PR8-9D
PRMTD
PR2-3H
PR4-5H
PR6-7H
PR8-9H
PRMTH
0000
0197
0440
0449
0456
0695
0796
0848
0851
0942
0943
0944
0983
0988
0989
1013
1040
1074
1117
4000
4001
4002
4003
4004
4005
4006
4007
4008
4009
5001
5002
5003
5004
5005
5007
5008
5009
5010
5011
5013
5014
5015
5016
5017
5018
5019
5021
5023
5026
5027
5028
5029
5031
5034
5035
5037
5039
5048
5052
5069
5081
5105
5204
5295
5297
5319
5327
5332
5334
5335
5336
5397
5462
5463
5464
5465
5466
5467
5473
5474
5476
5479
5480
5481
5482
5483
5484
5488
5489
5490
5491
5492
5493
5494
5495
5496
5522
5524
5527
5601
5602
5618
5631
5635
5640
5641
5658
5671
5684
5702
5703
5704
5705
5706
5707
5708
5709
5713
5714
5715
5716
5717
5726
5737
5748
5752
5757
5759
5762
5768
5769
5770
5782
5803
5809
5816
5914
5929
5930
5931
5933
5934
5935
5936
5937
5938
5940
5941
5942
5943
5947
5948
5949
5950
5951
5952
5953
5956
5957
5958
5959
5960
5962
5964
5965
5966
5967
5968
5969
5970
5972
5974
5975
5976
5977
5980
5981
5982
5983
5985
5986
5987
5988
5989
5990
5991
5992
5993
5994
5995
5996
5998
5999
6001
6002
6003
6004
6005
6006
6007
6008
6009
6011
6012
6013
6014
6015
6016
6017
6018
6019
6021
6022
6023
6024
6025
6026
6029
6033
6035
6036
6037
6038
6039
6040
6041
6042
6043
6045
6048
6049
6053
6054
6057
6058
6059
6060
6061
6062
6063
6064
6065
6066
6067
6068
6069
6070
6071
6073
6074
6077
6078
6079
6081
6082
6083
6085
6094
6095
6096
6097
6098
6099
6185
6186
6193
6194
6203
6205
6206
6210
6211
6212
6213
6216
6217
6218
6225
6226
6266
6268
6269
6272
6276
6278
6281
6282
6283
6284
6285
6286
6287
6290
6291
6292
6293
6294
6295
6296
6297
6298
6299
6300
6301
6302
6303
6304
6305
6306
6307
6308
6309
6313
6314
6315
6316
6327
6334
6335
6500
6501
6590
6595
6596
6599
6601
6603
6604
6609
6611
6612
6613
6615
6616
6617
6618
6623
6624
6625
6626
6627
6628
6629
6630
6631
6632
6633
6634
6635
6636
6637
6638
6639
6640
6641
6644
6645
6652
6653
6654
6655
6658
6660
6661
6665
6666
6668
6669
6670
6671
6672
6673
6674
6675
6678
6679
6681
6682
6683
6684
6685
6686
6687
6688
6689
6690
6691
6692
6693
6694
6695
6696
6697
6698
6699
6700
6701
6702
6703
6739
6801
6804
6806
6807
6808
6809
6810
6812
6814
6815
6816
6817
6818
6819
6820
6821
6822
6823
6824
6825
6826
6827
6828
6829
6830
6832
6833
6834
6837
6838
6839
6841
6842
6843
6844
6845
6950
6956
6959
6980
6981
6982
7003
7004
7011
7014
7017
7018
7039
7050
7051
7070
7072
7073
7074
7075
7076
7077
7088
7089
7090
7091
7092
7093
7096
7097
7098
7101
7102
7103
7104
7105
7106
7109
7112
7119
7128
7130
7133
7134
7138
7139
7146
7147
7148
7150
7153
7155
7164
7165
7167
7170
7172
7173
7174
7176
7177
7178
7180
7181
7183
7185
7186
7187
7192
7193
7198
7199
7200
7201
7212
7213
7240
7245
7250
7252
7270
7293
7302
7312
7320
7321
7323
7326
7328
7329
7330
7331
7334
7335
7338
7339
7342
7343
7344
7345
7348
7353
7361
7362
7368
7369
7377
7379
7399
7400
7401
7402
7403
7404
7405
7407
7409
7411
7414
7418
7427
7428
7429
7430
7438
7441
7442
7444
7445
7446
7450
7454
7462
7463
7464
7465
7466
7467
7468
7472
7473
7474
7475
7476
7477
7478
7479
7480
7481
7482
7483
7484
7485
7486
7488
7489
7490
7492
7493
7494
7495
7497
7499
7501
7504
7508
7509
7510
7511
7513
7518
7522
7533
7537
7600
7605
7606
7608
7635
7654
7667
7676
7677
7678
7703
7708
7709
7710
7717
7732
7734
7735
7737
7738
7739
7740
7741
7742
7746
7747
7753
7754
7755
7756
7757
7758
7760
7762
7764
7766
7767
7768
7770
7771
7775
7777
7778
7781
7782
7786
7787
7789
7790
7791
7792
7793
7794
7795
7796
7797
7798
7799
7801
7802
7807
7808
7813
7815
7816
7821
7823
7824
7833
7837
7839
7841
7843
7845
7851
7852
7855
7859
7860
7895
7899
7901
7903
7906
7911
7930
7931
7932
7994
8100
8125
8401
8402
8403
8404
8405
8406
8407
8408
8409
8410
8411
8412
8413
8414
8415
8416
8417
8418
8419
8420
8421
8422
8423
8424
8425
8426
8427
8428
8429
8430
8431
8432
8433
8434
8596
8620
8707
8725
8726
8727
8729
8747
8751
8752
8766
8770
8782
8888
8900
8901
8902
8903
8904
8905
8907
8909
8910
8911
8915
8916
8917
8918
New
PR2-3D
PR4-5D
PR6-7D
PR8-9D
PRMTD
PR2-3H
PR4-5H
PR6-7H
PR8-9H
PRMTH
0000
0197
0440
0449
0456
0695
0796
0848
0851
0942
0943
0944
0983
0988
0989
1013
1040
1074
1117
4000
4001
4002
4003
4004
4005
4006
4007
4008
4009
5001
5002
5003
5004
5005
5007
5008
5009
5010
5011
5013
5014
5015
5016
5017
5018
5019
5021
5023
5026
5027
5028
5029
5031
5034
5035
5037
5039
5048
5052
5069
5081
5105
5204
5295
5297
5319
5327
5332
5334
5335
5336
5397
5462
5463
5464
5465
5466
5467
5473
5474
5476
5479
5480
5481
5482
5483
5484
5488
5489
5490
5491
5492
5493
5494
5495
5496
5522
5524
5527
5601
5602
5618
5631
5635
5640
5641
5658
5671
5684
5702
5703
5704
5705
5706
5707
5708
5709
5713
5714
5715
5716
5717
5726
5737
5748
5752
5757
5759
5762
5768
5769
5770
5782
5803
5809
5816
5914
5929
5930
5931
5933
5934
5935
5936
5937
5938
5940
5941
5942
5943
5947
5948
5949
5950
5951
5952
5953
5956
5957
5958
5959
5960
5962
5964
5965
5966
5967
5968
5969
5970
5972
5974
5975
5976
5977
5980
5981
5982
5983
5985
5986
5987
5988
5989
5990
5991
5992
5993
5994
5995
5996
5998
5999
6001
6002
6003
6004
6005
6006
6007
6008
6009
6011
6012
6013
6014
6015
6016
6017
6018
6019
6021
6022
6023
6024
6025
6026
6029
6033
6035
6036
6037
6038
6039
6040
6041
6042
6043
6045
6048
6049
6053
6054
6057
6058
6059
6060
6061
6062
6063
6064
6065
6066
6067
6068
6069
6070
6071
6073
6074
6077
6078
6079
6081
6082
6083
6085
6094
6095
6096
6097
6098
6099
6185
6186
6193
6194
6203
6205
6206
6210
6211
6212
6213
6216
6217
6218
6225
6226
6266
6268
6269
6272
6276
6278
6281
6282
6283
6284
6285
6286
6287
6290
6291
6292
6293
6294
6295
6296
6297
6298
6299
6300
6301
6302
6303
6304
6305
6306
6307
6308
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The signatories above are authorized to enter into commitments on behalf of the parties to this agreement.
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