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The following topics are open for discussion and decisions. Please note that throughout the document, areas highlighted in yellow are outstanding and require additional input.
	Topic
	Owner(s)
	Description

	
	
	



[bookmark: _Toc1877012066][bookmark: _Toc1262946668][bookmark: _Toc189815407][bookmark: _Toc507402131]Overview
To define the process for managing changes to the metadata strategy across campaigns, ensuring consistency and traceability from Workfront to Adobe Experience Manager using the native connector.
Scope
This document applies to all campaign-related metadata fields, workflows, and governance practices that impact asset creation, management, and delivery across Workfront and AEM.
Change Control Process
	Step
	Description
	Owner
	Tools

	1. Change Request Submission
	Submit metadata change request via Workfront form
	Metadata Admin
	Workfront

	2. Impact Assessment
	Evaluate impact on campaigns, assets, and AEM taxonomy
	Metadata Governance Team
	Workfront, AEM

	3. Review & Approval
	Review by Metadata Steering Committee
	Steering Committee
	Workfront

	4. Implementation
	Update metadata schema and connector mapping
	System Admin
	Workfront, AEM

	5. Communication
	Notify stakeholders and update training materials
	Change Manager
	Email, SharePoint

	6. Validation
	Confirm metadata flows correctly from Workfront to AEM
	QA Team
	AEM

	7. Documentation
	Log change in metadata change log
	Metadata Admin
	SharePoint


· 
Roles & Responsibilities
	Role
	Responsibility

	Metadata Admin
	Submit and document changes

	Governance Team
	Assess impact and ensure alignment

	Steering Committee
	Approve or reject changes

	System Admin
	Implement technical updates

	QA Team
	Validate metadata flow

	Change Manager
	Communicate and train users



Change Log
	Change ID
	Date
	Description
	Impacted Fields
	Submitted By
	Status
	Notes

	001
	2025-10-29
	Add “Campaign Objective” field
	Campaign Metadata
	
	
	



Change Control Template
· Change request submission in Workfront 
· Review and approval process 
· Metadata schema updates 
· Flow validation in AEM 
· Communication and documentation steps


[bookmark: _Toc1822744718]Appendix
 [image: A diagram of a change control process

AI-generated content may be incorrect.]
[image: ][INSERT COMPANY COPYRIGHT HERE]

Caterpillar: Confidential Green

5
[image: A black text on a white background

AI-generated content may be incorrect.]INSERT COMPANY POLICY FOR DOCUMENTS HERE
image2.png
Change Control Process

Change Request Submission

Submit metadata change request via Workfront form

v
Impact Assessment

Evaluate Impact on campaigns, assets, and AEM taxonomy

v
Review & Approval

Review by Metadata Steering Committee

v

0 Implementation

Update metadata schema and connector mapping

v

Communication

Notify stakeholders and update training materials

v

Validation

Contirm metadata flows correctly from Workfront to AEM





image3.jpg
Linsert logo herel




