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	Procedure: SEPO Work Request 
	Phase:  Global

	Procedure  Owner:  SSC San Diego Systems Engineering Process Office (SEPO)

	Description:  The procedure describes how a work request for SEPO is processed.  

	Entry Criteria:

· New work is identified for SEPO
Inputs: 

· SEPO Work Request Form (via web), reference (a)

· Verbal notification of a new task
	Exit Criteria: 

· The new work has been completed and work request archived in the database.

Outputs: 

· Updated Work Request Database

	Roles:  

· SEPO Configuration Control Board (CCB): Reviews the work request and reaches consensus on the disposition of the request.  The membership of the SEPO CCB is listed below:

· SEPO Director – Chair: Facilitates the CCB

· SEPO Configuration Manager – Secretary: Drafts agenda and minutes for CCB, presents new SEPO work request 

· SEPO personnel - Members 

· SEPO Database Administrator: Receives and processes work requests.

	Assets/References: 

a. Work Request Form available on the SPI Agent Infosite Webpage.



	Tasks: 

1. Receive the work request

2. Determine disposition

3. Update status

4. Track to closure

	Measures:

· Effort and funds expended performing this procedure.


PROCEDURE TASKS

1. Receive the work request

The SEPO Database Administrator receives a new work request.  This may occur either verbally as a result of tasking discussions by SEPO personnel or electronically on the web-enabled Work Request Form located on the SPI Agent Infosite Webpage.  The request is added to the SEPO Work Request Database, located on the SEPO Configuration  Manager’s computer, and given a “Not Started” status.

2. Determine disposition

The SEPO Configuration Manager adds the work request to the agenda for the next SEPO CCB and presents it for review.  The SEPO CCB determines the disposition of the work request.  If the request is approved, a time estimate and priority (1-3) are determined and the task is assigned to an appropriate SEPO member based on expertise and availability.  The task priority is defined as follows:  

Priority 1 means the task is to be completed during the current Fiscal Year (FY) and is added to the current SEPO WBS.  

Priority 2 means the task is to be completed if time permits during the current FY.  

Priority 3 means the task is to be deferred to some future time not within the current FY.  The work request is then returned to the SEPO Database Administrator.  

3.  Update database


If the work request is approved, the SEPO Database Administrator updates the entry in the SEPO Work Request Database with the description of the task, time estimate, priority, person assigned, and status.  The status categories are as follows:  

a) “Not Started” is used for a new task which has not been presented to the SEPO CCB or a task that is approved but work on it has not been started yet. 

b) “In Progress” is used for a work request on which work is being performed.  

c) “Completed” means the task has been completed. 

 If the work request is disapproved by the SEPO CCB, it is still maintained in the database with a “Rejected” status and archived.  

4.  Track to closure

The SEPO Database Administrator is responsible for monitoring the work request and tracking it to closure.  Periodically, all work requests are reviewed during a SEPO Staff meeting to determine which requests will be included in the current SEPO WBS and if the priority of work requests are still valid.  All work requests that are completed are archived in the database.
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