Process: Submission and Update of the Service Definition Document (SDD)
Purpose
To ensure a consistent approach for submitting, reviewing, updating, and approving the Service Definition Document (SDD), and to keep the Design Tracker List (DTL) up to date.

1. SDD Submission
· Step 1.1 – The SDD author completes the initial draft of the SDD using the latest SDD template.
· Step 1.2 – The SDD is submit to the DTL owner
· Step 1.3 - The DTL administrator adds the SDD to the DTL Tracker, assigns a DTL reference
· Step 1.4 – The DTL administrator informs the DTL reviewers using the email (its-domain-team-leads) to review by comments in the SDD document providing a completion date by which the review should be completed.

2. Review and Commenting
· Step 2.1 – Reviewers access the shared SDD and provide feedback directly within the document using the commenting function.
· Step 2.2 – Reviewers must ensure their comments are clear, constructive, and linked to specific sections of the document.
· Step 2.3 – Once a reviewer is satisfied with the document (after their comments are addressed), they indicate sign-off by:
· Adding their name and date to the designated "Reviewer Sign-Off" section of the SDD.

3. Comment Resolution and Document Updates
· Step 3.1 – The SDD author is responsible for monitoring comments regularly and responding to feedback in a timely manner.
· Step 3.2 – The author addresses the comments by:
· Making updates to the SDD as required.
· Replying to each comment to confirm the action taken or to seek clarification.
· Step 3.3 – The author may reach out to reviewers directly if further discussion is needed.
· Step 3.4 – The DTL administrator will regularly monitor the approval status within the SDD and update the tracker to act as a central location for monitoring progress.
· Step 3.5 – Once all comments have been addressed and all reviewers have signed off, a final sign-off will take place at the DTL meeting, at which point the SDD is considered approved.

4. Update the DTL
· Step 4.1 – The SDD author informs the DTL administrator that the SDD is final and approved.
· Step 4.2 – The DTL administrator updates the status of the SDD in the tracker to “Approved”.

5. Version Control
· Step 5.1 – The final approved version of the SDD must be saved with the appropriate version number (e.g., v1.0 Approved) in the designated repository.
· Step 5.2 – Any future updates to the SDD must follow this same review and approval process.

