Date Modified: April 2026 

JIRA Request Submission Instructions (ESS)


Step A1: Email the JIRA Team with the suggestion (Alex Premo, Joan Corcoran, and Antonio Esterrich).  If approved, move on to Step A2.

Step A2: Access and complete the form (pg.2)
1. If approved, navigate to the Capital Consortium website: https://www.capital-im.com/
1. Open the JIRA request form (under FormsMultiple Programs).
1. Complete all required fields (see Section 8: Required Fields Checklist).

Step A3: Submit the request
1. Email the completed form to: Alex Premo, Joan Corcoran, and Antonio Esterrich
1. Recommended email subject format:
JIRA Request – [Short Title] – [Program/Area (FS, CC, MA, Multiple Programs)]




JIRA Request Template
Complete one template per request.

1. Driving factor for this request (check all that apply):
☐ Policy Compliance	                                          ☐ Operational Efficiency 
☐ Quality Control Improvement                                  ☐ System/Security Enhancements
☐ Corrective Action Related                                        ☐ Federal Compliance Related 
☐ State Priority
☐ Other Click or tap here to enter text.
2.  What platforms is this affecting? 

3. Describe the problem/Issue.  
4. Programs Impacted (check all that apply):
☐ FoodShare        ☐ FSET             ☐ Health Care    ☐ CTS   

5. Desired Changes: 
6. Expected outcome with changes?  Click or tap here to enter text.

7. Is there an interim solution identified? Click or tap here to enter text.

8. Describe the level of risk associate with not submitting the request (include level of impact to member: Low/Medium/High): 
