



handbook for process management



















�







Version 1.0



September 24, 1998





Software
 Engineering Process Office, D12


Space and Naval Warfare Systems Center San Diego

53560 Hull Street

San Diego CA 92152-5001

�RECORD OF CHANGES

*A - ADDED  M - MODIFIED  D - DELETED

CHANGE�NUMBER�DATE�NUMBER OF FIGURE, TABLE OR PARAGRAPH�A*�M�D�TITLE OR BRIEF DESCRIPTION�CHANGE�REQUEST�NUMBER���9/24/98�All��This document replaces the Process Development Guidelines for NRaD Software Engineering Process Documents dated 12/11/96���

����������������������������

�����������������������������������������������������������������������������������������������������������������TABLE OF CONTENTS

Part	Page

� TOC \o "1-3" �Part 1.  Process action process	1

Section 1 - Introduction	5

Section 2 - Process Description	7

Part 2.  PROCESS Documentation Guide	13

Section 1 - Introduction	17

Section 2 - Process Description Outline and Content	19

Section 3 - Process Description Format	23



� 



�





























This page intentionally left blank.





�Handbook for Process Management 

(Part 1)









process Action Process







�









�





























This page intentionally left blank.



�TABLE OF CONTENTS

Section	Page

� TOC \o "1-4" �SECTION 1.  INTRODUCTION	� GOTOBUTTON _Toc420986225  � PAGEREF _Toc420986225 �
5
��

1.1 PURPOSE	� GOTOBUTTON _Toc420986226  � PAGEREF _Toc420986226 �
5
��

1.2 BACKGROUND	� GOTOBUTTON _Toc420986227  � PAGEREF _Toc420986227 �
5
��

1.3 SCOPE	� GOTOBUTTON _Toc420986228  � PAGEREF _Toc420986228 �
5
��

1.4 TAILORING GUIDELINES	� GOTOBUTTON _Toc420986229  � PAGEREF _Toc420986229 �
5
��

1.5 DOCUMENT OVERVIEW	� GOTOBUTTON _Toc420986230  � PAGEREF _Toc420986230 �
5
��

1.6 REFERENCE MATERIALS	� GOTOBUTTON _Toc420986231  � PAGEREF _Toc420986231 �
6
��

1.7 ABBREVIATIONS AND ACRONYMS	� GOTOBUTTON _Toc420986232  � PAGEREF _Toc420986232 �
6
��

SECTION 2.  PROCESS DESCRIPTION	� GOTOBUTTON _Toc420986233  � PAGEREF _Toc420986233 �
7
��

2.1 RESPONSIBILITIES	� GOTOBUTTON _Toc420986234  � PAGEREF _Toc420986234 �
7
��

2.1.1 Assigning Authority	� GOTOBUTTON _Toc420986235  � PAGEREF _Toc420986235 �
7
��

2.1.2 Project Manager	� GOTOBUTTON _Toc420986236  � PAGEREF _Toc420986236 �
7
��

2.1.3 Process Action Leader	� GOTOBUTTON _Toc420986237  � PAGEREF _Toc420986237 �
7
��

2.1.4 Process Action Team	� GOTOBUTTON _Toc420986238  � PAGEREF _Toc420986238 �
7
��

2.1.5 Process Reviewers/Consultants	� GOTOBUTTON _Toc420986239  � PAGEREF _Toc420986239 �
7
��

2.2  ENTRANCE CRITERIA	� GOTOBUTTON _Toc420986240  � PAGEREF _Toc420986240 �
7
��

2.3 INPUTS	� GOTOBUTTON _Toc420986241  � PAGEREF _Toc420986241 �
8
��

2.4 TASKS	� GOTOBUTTON _Toc420986242  � PAGEREF _Toc420986242 �
8
��

2.4.1 Prepare Action Team (Step 1)	� GOTOBUTTON _Toc420986243  � PAGEREF _Toc420986243 �
10
��

2.4.2 Conduct Data Collection and Research (Step 2)	� GOTOBUTTON _Toc420986244  � PAGEREF _Toc420986244 �
10
��

2.4.3 Prepare Process Outline and Flow Diagram/Solicit Feedback (Step 3)	� GOTOBUTTON _Toc420986245  � PAGEREF _Toc420986245 �
10
��

2.4.4 Prepare Draft Document (Step 4)	� GOTOBUTTON _Toc420986246  � PAGEREF _Toc420986246 �
11
��

2.4.5 Conduct Peer Review (Step 5)	� GOTOBUTTON _Toc420986247  � PAGEREF _Toc420986247 �
11
��

2.4.6 Assign Action Items to Address Review Issues (Step 6)	� GOTOBUTTON _Toc420986248  � PAGEREF _Toc420986248 �
11
��

2.4.7 Conduct Management Review (Step 7)	� GOTOBUTTON _Toc420986249  � PAGEREF _Toc420986249 �
11
��

2.4.8 Place Document Under Management and Control (Step 8)	� GOTOBUTTON _Toc420986250  � PAGEREF _Toc420986250 �
11
��

2.4.9 Publish and Distribute Document (Step 9)	� GOTOBUTTON _Toc420986251  � PAGEREF _Toc420986251 �
12
��

2.4.10 Improve the Process (Step 10)	� GOTOBUTTON _Toc420986252  � PAGEREF _Toc420986252 �
12
��

2.5 OUTPUTS	� GOTOBUTTON _Toc420986253  � PAGEREF _Toc420986253 �
12
��

2.6  EXIT CRITERIA	� GOTOBUTTON _Toc420986254  � PAGEREF _Toc420986254 �
12
��

�List of figures

Figure	Page

� TOC \t "Figure" \c �Figure 2-1.  The Process Action Process Tasks	� GOTOBUTTON _Toc420911957  � PAGEREF _Toc420911957 �
9
��

�

Table	Page

� TOC \t "Table title" \c �Table 2-1.  Related Process Descriptions	� GOTOBUTTON _Toc420912120  � PAGEREF _Toc420912120 �
10
��

��





























This page intentionally left blank.







�Section 1.  INTRODUCTION

1.1	Purpose

This process defines the methodology to be used within Space and Naval Warfare (SPAWAR) Systems Center San Diego (SSC SD) for developing or improving software engineering and management practices.  The approach defined in this document may be applied to any process development or improvement effort whether it is related to Software Process Improvement (SPI) or to other engineering and management practices.  

1.2	Background

The major responsibility of SSC SD’s Software Engineering Process Office (SEPO) is to promote the application of disciplined and comprehensive engineering and management practices in the development of software-intensive systems.  SEPO has implemented the Process Action Process to define the methodology to be applied in creating the process descriptions for those practices.  The goal is twofold: 1) to promote the creation of complete and consistent process descriptions; and 2) to establish a common understanding and approach for process development or improvement .  A companion document, the Process Documentation Guide (Part 2 of this handbook), covers the content and format of the process description itself. 

The Handbook for Process Management supersedes the SEPO Process Development Guidelines for NRaD Software Engineering Process Documents, Version 2.0, dated December 11, 1996 which has been deleted from the set of active SEPO process documents.

1.3	Scope

This document shall be applied to all software engineering process actions conducted under the SSC SD SPI initiative.  The phrase ‘process action’ will be used throughout this document to refer to any of the following situations:

The creation of a new process where one did not exist before.

The initial documentation of an existing process.  (It is strongly recommended that current practices be documented before improvements/modifications are undertaken.)

The improvement or modification of an existing process which was previously documented.

Other organizations are encouraged to apply this document as the standard for their own process improvement efforts.

1.4	Tailoring Guidelines

Those tasked with creating process descriptions may find it necessary or beneficial to expand on the steps defined in this document for particular process actions.  Such embellishment is acceptable.  The procedural steps established here are a core set for the documentation of effective software engineering process descriptions.

1.5	Document Overview

This document consists of the following sections:

Section 1 is an introduction to the Process Action Process.

Section 2 contains the roles and responsibilities, entrance criteria, inputs, tasks, outputs and exit criteria and process measures for the Process Action Process.

1.6	Reference materials

The following materials were referenced during the development of this document:

Improving the Software Process through Process Definition and Modeling, Software Productivity Consortium, International Thomson Computer Press 1996.

NRaD Publications Format Guide for Unclassified Documents, NRaD Publications Branch, Code 0271, October 1995.

Writing and Editorial Guidelines, NOSC Technical Document 1064, October 1989.

Handbook for Process Management, Part 2, Version 1.0, , 24 September 1998.

Keys to Successful Reviews/Meetings, http://sepo.spawar.navy.mil/docs.html#SOFTWARE PROJECT TRACKING AND OVERSIGHT.

Formal Inspection Process, http://sepo.spawar.navy.mil/docs.html#PEER REVIEWS.

1.7	abbreviations and acronyms

CM	Configuration Management

CMM	Capability Maturity Model

DCR	Document Change Request

IEEE	Institute of Electronic and Electrical Engineers

ISO	International Standards Organization

NOSC	Naval Ocean Systems Center

NRaD	Naval Command Control and Ocean Surveillance Center, Research Development Test and Evaluation Division

PAL	Process Asset Library

SEI	Software Engineering Institute

SEPG	Software Engineering Process Group

SEPO	Software Engineering Process Office

SOW	Statement of Work

SPAWAR 	Space and Naval Warfare Systems Command

SPI 	Software Process Improvement 

SQA	Software Quality Assurance

SSC SD 	SPAWAR Systems Center San Diego

WBS	Work Breakdown Structure



�section 2.  PROCESS DESCRIPTION

2.1	Roles and Responsibilities

The paragraphs below identify the participating individuals and teams with their corresponding responsibilities in the process action effort.

2.1.1	Assigning Authority

The assigning authority may be a project or higher-level manager, a Software Engineering Process Group (SEPG) or a SPI agent or team.  

This individual or group is responsible for identifying the process to be documented, developed or improved, approving the approach to be used, and negotiating with project management for the resources and tasking for the process actions to be performed.  The assigning authority or its designated agent tracks the effort expended and interacts regularly with the appropriate managers regarding the performance of assigned individuals.

2.1.2	Project Manager

The project manager is responsible for negotiating with the assigning authority for the involvement of project personnel in process action efforts.

2.1.3	Process Action Leader

Every process action, such as developing an estimation process or improving a test process, shall have one individual responsible for planning and managing the entire effort.  This individual should be, but is not required to be, a member of the process action team.  This individual will work with the assigning authority to refine the specific tasking and to define the approach to be applied to the effort.

2.1.4	Process Action Team

The process action team is responsible for gathering any needed information to document, develop or improve the process, preparing the draft of the process description in accordance with the Process Documentation Guide (Part 2 of the Handbook for Process Management) and conducting a peer review of the draft process description.

There are two basic approaches to process actions.  One is to establish a group of process performers to document current practices or to develop new or improved processes.  While an excellent way to develop process understanding and ownership, it may be initially expensive and time-consuming.

The second approach is to assign either individuals or groups as process writers to document, develop or modify software engineering processes. This approach requires the process writers to be knowledgeable in the area being addressed, skilled in researching the process requirements within the scope of the project(s), as well as skilled in writing processes.

2.1.5	Process Reviewers/Consultants

Reviewers and/or consultants support process action efforts and shall be used as a part of either process action team approach.  They provide information regarding the current process situation including problems, issues, risks, etc.  They review and provide comments on the process documentation.  

2.2	 Entrance Criteria

The basic criteria for initiating process actions are listed below:

A process is identified for action in one of the following ways:

Process Issue - A process issue is identified as part of a SPI program through a formal or abbreviated assessment, evaluation, or audit.

Process Request - A project member submits a request for the establishment or documentation of a software engineering or management procedure.

Process Modification Request - A request to modify an existing procedure is submitted.  This may take the form of a Document Change Request (DCR) such as appears at the end of this handbook.

Software Quality Assurance (SQA) Input - An improvement proposal, based on observations made during product or process audits, is made by the SQA practitioner.

The assigning authority and project management agree that a process action is needed.

A preliminary process-specific SPI plan is created to cover this action.  At any time during the process action, the original tasking may be modified by the process action team in consultation with and by approval of the assigning authority.  In the event of task modification, the SPI plan shall be modified accordingly.  A template for the SPI plan is available on the SEPO home page (http://sepo.spawar.navy.mil/docs.html#ORGANIZATION PROCESS DEFINITION).  This preliminary SPI plan will include the following items:

Goals of the process action 

Approach to be used

Projected time schedule

Resources to be assigned by the project(s) and managed by the process action leader

Metrics to be collected

Training which is needed by the process action team members.

Process action infrastructure and responsibilities are defined, assigned, and accepted.  This includes the completion of a task description such as a Statement of Work (SOW)  which describes the purpose of the process action, deliverables expected and personnel resources required.

2.3	Inputs

The following items, where they exist, can be used as input for the process action:

Process Documentation - Any existing process documentation. 

SSC SD Internal or External Process Documentation - Any internal (e.g., Department, Division, SEPO) or external (e.g., Software Engineering Institute (SEI), Institute of Electrical and Electronics Engineers (IEEE), International Organization for Standardization (ISO)) process documents that might provide guidance or ideas.

2.4	TASKS

The steps of the Process Action Process are shown in Figure 2-1 and described in the paragraphs that follow.  Over time, certain steps identified in this section may be further elaborated into separate process descriptions of their own.  As of the date of this document, only the procedural step shown in Table 2-1 has been defined in a separate process description.
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Figure 2-1.  The Process Action Process Tasks



TABLE 2-1.  related Process Descriptions

Procedural Step�Process Description Documents�Description Location��Step 5.  Conduct Peer Review�Formal Inspection Process

Peer Review Process�http://sepo.spawar.navy.mil/docs.html#PEER REVIEWS��

2.4.1	Prepare Action Team (Step 1)

There are two fundamental concerns when initiating process action activities.  The first is preparation of the individuals for their roles, and the second is the creation of healthy working relationships and a team environment.  

The leader must ensure that members are aware of the goals for the process action and what their individual roles are.  If training is required, it may take the form of mentoring, peer workshops or formal classroom sessions, and should be accomplished before proceeding to the next step. 

All team members should review the preliminary SPI plan and together create a detailed approach to the process action.  A Work Breakdown Structure (WBS) will identify each member’s responsibilities and provide a detailed time line for completion.  Risks should be identified and added to the SPI plan.

An aid to conducting productive and efficient meetings is the Keys to a Successful Review/Meeting Brief located on the SEPO homepage (http://sepo.spawar.navy.mil/docs.html#SOFTWARE PROJECT TRACKING AND OVERSIGHT).

2.4.2	Conduct Data Collection and Research (Step 2)

The process action team shall gather process-related materials from the project(s) to be impacted and the SEPO Process Asset Library (located on the SEPO homepage at http://sepo.spawar.navy.mil/docs.html).  In addition, other sources of process documentation such as the IEEE, SEI, and industry sources should be investigated.  

Regardless of the makeup of the process action team (process performers or process writers) , interviews are conducted with current or prospective process practitioners, managers, and other affected personnel.  The goal is to develop an understanding of how the process expectations are currently being met (or not met) and to identify process or environmental issues which will or may impact process performance.  Beyond ensuring the resulting processes meet the needs of the process performers, interviewing current and prospective practitioners involves them in the process action and begins building broader understanding and support for process-based performance.

This process action may have an impact on a number of other areas including the following:

Existing management or project policies

Resource requirements

Tool requirements

Training requirements

Metrics.  

Each of these shall be considered and included as appropriate.  Some of these issues may require the creation or updating of documents separate from the process description.

2.4.3	Prepare Process Outline and Flow Diagram/Solicit Feedback (Step 3)

The process action team prepares an initial outline of the process description including a flow diagram or related graphic and distributes it to the process reviewers and consultants for comments.  The content and format of the outline shall be as defined in Part 2 of the Handbook for Process Management.  Comments received are used as inputs to the next step.  Depending on the number or criticality of the comments, the decision may be made to either repeat this step or to return to the data gathering step (2).

2.4.4	Prepare Draft Document (Step 4)

The process action team drafts the process description using Part 2 of the Handbook for Process Management.

2.4.5	Conduct Peer Review (Step 5)

The draft version of the process description is next reviewed by an appropriate group of knowledgeable people.  The members of this group will depend on the specific process and may include the manager(s), select practitioners within and outside the project/department, SPI agents, or other designated reviewers.  SEPO representatives are available to participate as members of a review team when requested, particularly for issues related to compliance with the SEI Capability Maturity Model (CMM).  This phase of the process may be performed in two parts—a review for process content and applicability (the technical details); and a review for adherence to expectations established in the defining standard (e.g., the CMM).

The process action team is responsible for providing hard and/or soft copies of the document to the reviewers.  A Formal Inspection or other type of Peer Review may be held at the discretion of the assigning authority.  The SEPO Formal Inspection Process is the recommended review procedure for complex or critical process documents.  This process can be found on the SEPO homepage at http://sepo.spawar.navy.mil/docs.html#PEER REVIEWS.

If action items result from this review, the group must decide if another peer review will be needed after they are resolved.  If no action items result from this review, then the process is sent on for Management Review (Step 7).

2.4.6	Assign Action Items to Address Review Issues (Step 6)

The process action team is responsible for incorporating or resolving red lines, defects and open issues identified during the peer review.  For problems of content, the process action may return as far back as Step 2.  For problems of format, the process action returns to Step 4.  When all action items are completed, another peer review may be conducted.  Otherwise the process is sent on for Management Review (Step 7).

2.4.7	Conduct Management Review (Step 7)

The assigning authority in collaboration with the task leader and/or project management determines whether the new or improved process description is sufficiently correct (‘good enough’).  If judged acceptable, the description is approved for baselining and use.  If not, it is returned to the process action team with documentation of the specific issues to be resolved (Step 6).  The reviewers also decide whether another peer review or management review are required following resolution of any issues.

2.4.8	Place Document Under Management and Control (Step 8)

Approved process documents shall be made available for implementation under the appropriate group’s control.  It is strongly recommended that any group involved in process improvement establish its own Process Asset Library (PAL) to control and distribute process documentation.  This is in accordance with the current SSC SD SPI initiative.  If the group does not have its own PAL, existing Configuration Management (CM) personnel and procedures may be used to store  and make available process descriptions.

2.4.9	Publish and Distribute Document (Step 9)

After process documents are placed in the department’s designated PAL or CM database, they are distributed or made available to all project personnel who are using or are affected by the new or improved process.  A copy is also provided to SEPO.

The implementation phase for the new or improved process now begins.  It is beyond the scope of this process to describe how that occurs but there are several areas of responsibility that are important to note.  These are listed below:

Department and Division Managers - Responsible for establishing the management expectations that the processes will be followed.  This may require that policies be created or revised.

Project Manager - Responsible for knowing what processes are in place, ensuring their people are trained to perform those processes, and planning and allocating resources and schedule time for performing the applicable processes.  

Process Performers - Responsible for executing their process functions in line with their training and the process description, and being actively involved in advocating and supporting efforts to improve their processes.

SQA personnel - Responsible for monitoring adherence to the approved process standards.  A critical role of SQA is as the ‘defender of the process’.

2.4.10	Improve the Process (Step 10)

Practitioners using or interfacing with defined processes are encouraged to evaluate them periodically to identify process defects and possible improvements.  Recommendations for improvements can be submitted directly to the local SPI agent or to SEPO if no local SPI infrastructure exists.  The recommendations will be prioritized and scheduled for improvement action.

2.5	Outputs

The approved and baselined process description is the key output of this process.  However, during the development of the process description, it may become apparent that other supporting documents are needed.  These might include department policy for process adherence, an implementation plan including resource needs and tool support, a process training plan, and expectations regarding management and SQA reviews.  Several of these documents are addressed in the process-specific SPI plan which was created at the beginning of this process and may be drafted simultaneously with or following the process description.

2.6	 Exit Criteria

The Process Action Process may be exited when the process description has been approved for use, archived and is available for implementation.

2.7	Process Measures

To Be Supplied.
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�SECTION 1.  INTRODUCTION

1.1	Purpose

This guide contains the required content and format for software engineering and management process descriptions created by Space and Naval Warfare (SPAWAR) Systems Center San Diego (SSC SD).  This guide may be used to support the documentation of any process whether it is related to Software Process Improvement (SPI) or to other engineering and management practices.  It is designed as a companion to the Process Action Process (Part 1 of this Handbook) which contains the process for documenting, developing or improving software engineering and management processes.

1.2	Background

This guide has been developed by the Software Engineering Process Office (SEPO) to support SSC SD projects that are implementing the foundations for software process improvement.  This guide can facilitate and standardize process description documentation for any project at SSC SD, but the driver for its creation was to support the documentation of software engineering processes.  The content and format guidelines contained here are provided to foster software engineering and management process description completeness and consistency throughout the SSC SD organization.  This consistency will provide a leveraging tool to allow SSC SD to advance in maturity as a software development and maintenance organization.

The Handbook for Process Management supersedes the SEPO Process Development Guidelines for NRaD Software Engineering Process Documents, Version 2.0, dated December 11, 1996 which has been deleted from the set of active SEPO process documents.

1.3	Scope

Adherence to this guide is required for all process descriptions created by or supported by SEPO except where waived by the SEPO director.  Other organizations are encouraged to adopt this guide as a standard for their own process descriptions.  It is not expected that existing SEPO process documentation will be immediately revised to reflect this guide.  Rather, such revisions will be accomplished as existing descriptions are modified or updated.

1.4	Tailoring Guidelines

The guidelines established here are a minimal set required for effective process documentation.  Projects that choose to provide more in-depth details to their process documentation guidelines may add additional requirements to this guide.

1.5	Document Overview

This guide consists of the following sections:

Section 1 is an introduction to the Process Documentation Guide.  

Section 2 covers the process description outline and content.  

Section 3 provides the process description format and explains how to apply these document guidelines to new or existing documents.  A Microsoft Word process description template file available through the SEPO home page is also described.  The SEPO homepage may be reached at http://sepo.spawar.navy.mil/docs.htm/#ORGANIZATION PROCESS DEFINITION.

1.6	Reference materials

Documents utilized to create this guide are listed below:

Configuration Management of Software Engineering Process Office (SEPO) Documents, Version 2.5, October 2, 1997.

NRaD Publications Format Guide for Unclassified Documents, NRaD Publications Branch, Code 0271, October 1995.

Writing and Editorial Guidelines, NOSC Technical Document 1064, October 1989.

Improving the Software Process Through Process Definition and Modeling, Software Productivity Consortium, International Thomson Computer Press, 1996

1.7	abbreviations and acronyms

CM	Configuration Management

CMM 	Capability Maturity Model 

DCR	Document Change Request

NOSC	Naval Ocean Systems Center (predecessor of NRaD)

NRaD	Naval Command Control and Ocean Surveillance Center, Research Development Test and Evaluation Division (predecessor of SSC SD)

QA	Quality Assurance

SEI	Software Engineering Institute

SEPO	Software Engineering Process Office

SPAWAR 	Space and Naval Warfare Systems Command

SPI 	Software Process Improvement

SQA	Software Quality Assurance

SSC SD 	SPAWAR Systems Center San Diego





�section 2.  PROCESS description outline and content

2.1	Outline

Process description documents may vary considerably in look, feel and scope.  The following basic outline is provided for consistency and completeness:

Cover page, if used

Title page

Executive Summary, if used

Preface, if Executive Summary is not used

Record of Changes

Table of Contents, including a List of Figures and List of Tables

Section 1.  Introduction

1.1  Purpose

1.2  Background

1.3  Scope

1.4  Tailoring Guidelines

1.5  Document Overview

1.6  Reference Materials

1.7  Abbreviations and Acronyms

Section 2.  Process Description

2.1  Roles and Responsibilities

2.2  Entrance Criteria

2.3  Inputs

2.4  Tasks

2.5  Outputs

2.6  Exit Criteria

2.7  Process Measures

Appendices

Document Change Request Form.

2.2	Content 

The content of the sections of the process description are detailed in the following sections.  The formatting details appear in Section 3.

2.2.1	Title Page

The title page and outside cover, if used, contain the following entries:

Document title, version identifier, and date

Project and SSC SD name and address

Graphic (optional, but, highly encouraged).

2.2.2	Front Matter

The title page may be followed by one or more of the following items:

Executive Summary - A high-level overview of the technical contents of the document.

Preface - A brief overview of the document if an Executive Summary is not used.  It may contain the author, acknowledgments, and distribution information.

Record of Changes - A form where changes made to the document during its life span are recorded.

Table of Contents, List of Figures, and List of Tables.

2.2.3	Introduction Section

The first section of the document shall be titled SECTION 1.  INTRODUCTION.  It does NOT contain any rules or procedures.  It is divided into the following subsections:

Purpose - A succinct description of the purpose of the document.

Background - Some history of why this document is needed and other documents that it replaces, if any.

Scope - To what this document applies and perhaps to what it does not apply.

Tailoring Guidelines - Rules for tailoring the process, if permitted.

Document Overview - A brief summary of the contents of the sections and appendices.  Also include a guide to any special features such as fold-outs, road maps, numbering system, etc.

Reference Materials - A list of the documents used while creating the process description.  If the list is extensive, place it in an appendix and reference it here.

Abbreviations and Acronyms - A list of all abbreviations and acronyms used through out the document.  If this list is extensive, place it in an appendix and reference it here.

2.2.4	Process Description Section

The second section of the document shall be titled SECTION 2.  PROCESS DESCRIPTION.  This section includes the basic parameters required for defining the process.

2.2.4.1  Roles and Responsibilities.  List the participants in the process and their associated responsibilities in this section.  Explicitly identify who manages the process, who performs what actions, and who the customer of the process is.  It is recommended that those who supply inputs to the process also be included.  Indicate what training, if any, is needed by the participants and reference the appropriate training materials.  

Each process should include a Quality Assurance (QA) representative to monitor both the process performance and the quality of the outputs.  QA is the defender of the process and ensures that the process is strictly followed.  QA monitors process performance for adherence to any identified military or technical standards and works with process performers to resolve process issues.

2.2.4.2  Entrance Criteria.  Identify the elements and/or conditions necessary to be in place to begin a process.  This includes the availability of any needed facilities or systems other than people, inputs and tools.  If there are any timing requirements for resources including people, inputs or tools, they should be documented here.  This may include the completion of another process.  Any training needed by process participants must be completed prior to beginning the process.

2.2.4.3  Inputs.  Indicate the data, resources or tools required to perform the process in this section. Often a process can begin without all of the inputs available as some will not be required until later in the process.  If the inputs for this process resulted from another process, indicate the source process here.

2.2.4.4  Tasks.  Describe the steps of the process.  Include a process flow chart to clarify process operation.  Section 3.3 of this guide provides flow chart guidelines.  Each step should be a logical unit of work such as gathering process information, programming a specific software module or performing a unit test.  Some individual steps within a process may later become a process of their own.  For example, conducting a unit test is an essential part of every software development process. A project may find that having a specific process for unit testing might be advantageous.

2.2.4.5  Outputs.  List the data or products modified or produced by process activities.  Outputs include the input data that is transformed in some manner.  The name of the output should indicate that a transformation has been performed.

2.2.4.6  Exit Criteria.  Identify the events and/or conditions that must be true for a process to be completed.  If the outputs from this process will be used as inputs for another process, indicate the destination process in this section

2.2.4.7  Process Measures.  Determine the metrics to be collected as part of the conduct of the process.  Although generally not part of the process steps, these metrics will be used to aid in future process improvement and to assist with determining the overall return on investment received by utilizing the process over time.  Some key factors to consider include the level of effort, elapsed calendar time to conduct the process and some form of problem recording.  Where possible, include estimates for these parameters which can later be compared to the tabulated results.

Examples of metrics to be collected may include the following items:

Level of effort spent in the following areas:

Completing training needed to perform process.

Performing process steps.  There may need to be different categories depending on the type of activity performed at each step.

Reporting on metrics.

Issues raised during process performance which relate to the process itself.

Amount of time to complete the process.

2.2.5	Appendices

Place into appendices any material that is too large for the body of the description or which facilitates understanding or application of the process described. This may include sample documents; large flow charts; extensive lists of duties, reference documents, abbreviations and acronyms; copies of related articles; or sample forms or checklists.

2.2.6	Document Change Request Form

Any suggestions for changes to a completed process should be written on a Document Change Request (DCR) form and sent to the location indicated on the form.  This will provide the project management and the SPI agent or team information about how well the process is documented and, depending on the severity of the change requested, will help determine when this process should be revisited for improvement or modification.
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�SECTIOn 3.  process description Format

3.1	General Document Layout

The document structure assumes use of Microsoft Word, Version 6 or better and some knowledge of its capabilities and terminology.  This document follows these style guidelines as an example.

The following list provides general layout guidelines for a process description document:

Page Setup - Select letter-sized pages (8.5” x 11”) with portrait orientation.

Margins - Set the top margin at 1.2” and the bottom, left, and right margins at 1.0”.  Header and Footer should be 0.5” from the edge of the page.

Layout - For one-sided documents, start each new section on a new page.  For two-sided documents, start each new section on an odd page and select the option for different odd and even headers and footers.

3.2	Document Text Generation

The following sections describe the formats for the various components of a process description document.  Unless otherwise indicated, all text will be generated using the Times New Roman font, size 11, Regular text.  The text will be left-justified with the first line of a paragraph starting at the margin (i.e. not indented).  Paragraphs are single-spaced with a Before and After spacing of 3 points.  This is the default Normal style used for this document and in the template file discussed in Section 3.5.3.  The Before and After spacing is established in the Format/Paragraph menu, Indents and Spacing tab.  With the line spacing indicated in these guidelines, no extra spaces or carriage returns are needed between paragraphs.

3.2.1	Section Titles

The format for section titles is described in the following sections.  Table 3-1 summarizes the formatting required for section titles.

table 3-1.  Section Titles Formatting Guide

Heading Type

(Style Name)�Number format�Followed by�Alignment�Case�Style�Size�Spacing: Points Before/After�Other��First-Order (Heading 1)�SECTION x�Period, 2 spaces, section title, CR�Centered at top of page�All Caps�Bold�14�12/3�Section break before��Second-Order (Heading 2)�x.x�Tab, section title, CR�Left�All Caps�Bold�12�12/3�Keep with next��Third-Order (Heading 3)�x.x.x�Tab, section title, CR�Left�Init Caps�Bold�11�3/3�Keep with next��Fourth-Order and lower (Normal)�x.x.x.x, x.x.x.x.x, etc.�2 spaces, section title, period, 2 spaces�Left�Init Caps�Bold except for period�11�N/A�Section text begins after period and two spaces��3.2.1.1  First-Order Heading.  Type “SECTION x” where “x” is the section number.  Follow this with a period, two spaces and the section title.  There is no period at the end of the title.  First-order headings are centered at the top of the page, in all capitals, bolded and of size 14.  There is a Before spacing of 12 points and an After spacing of 3.  Ensure there is a section break before each new section.  For two-sided documents, start the new section on a right-hand or odd page.  First-order headings have the Style Name “Heading 1” in the Standard Template.

3.2.1.2  Second-Order Heading.  Type “x.x” followed by a tab and the section title.  There is no period at the end of the title.  Second-order headings are left-justified, all in capitals, bolded and of size 12.  There is a Before spacing of 12 points and an After spacing of 3.  Follow the title with a carriage return.  Ensure “Keep with Next” has been selected.  Second-order headings have the Style Name “Heading 2” in the Standard Template.

3.2.1.3  Third-Order Headings.  Type “x.x.x”  followed by a tab and the section title.  There is no period at the end of the title.  Third-order headings are left-justified, with initial capitals, bolded and of size 11.  There is a Before spacing of 3 points and an After spacing of 3.  Follow the title with a carriage return.  Ensure “Keep with Next” has been selected.  Third-order headings have the Style Name “Heading 3” in the Standard Template.

3.2.1.4  Fourth and Lower-Order Headings.  Type “x.x.x.x” followed by two spaces, the section title in initial caps, a period, two spaces and continue with the text.  The section number and title will need to be made bold manually.  The period is not made bold.  Fourth and lower-order headings are not recommended unless absolutely necessary.

3.2.2	Lists

Lists use a., b., c. numbering on the first level, 1., 2., 3. on the second level and (a), (b), (c) on the third level.  Lists should not exceed three levels.  Capitalize the first word of each list item.  If all list items are only one line long, a single period is placed at the end of the list.  See the list in Section 2.1 for an example.  If any of the list items is over one line long, then each list item ends with a period.  Complete sentences used in lists are punctuated normally.  List items longer than one line will wrap under the text above (hanging indent).  The list below illustrates proper list construction:

List Item  (list letter is positioned at 0.25 inches from the margin, the text begins at 0.5 inches and wraps to 0.5 inches).

Second List Item.

1.	Sublist Item (sublist number is positioned at 0.5 inches from the margin, the text begins at 0.75 inches and wraps to 0.75 inches).

(a)	Sub-sublist (sub-sublist letter is positioned at 0.75 inches from the margin, the text begins at 1.0 inches and wraps to 1.0 inches).

c.	Final List Item.

If the list has only one level (a., b., c.), the style named “Bullet” may be used to assist with formatting.  Multi-level lists must be created manually or by modifying the first option in the Format/Bullets and Numbering/Multi-level tab as indicated in the above list.

Table 3-2 summarizes list formatting.

3.2.3	Header

The header in each process description document appears on each page of the document, including the title page, and consists of the short document name, version number, and date on three lines.  Table 3-3 summarizes the formatting for the Header.

Select View/Header and Footer to enter the header data.  The header is right-justified for one-sided documents.  For two-sided documents, the header is right-justified on odd pages and left-justified on

Table 3-2.  List Formatting Guide

List Level�List Level Identifier�List Identifier Position�Text Position�Text Wrap Position��First �a., b., c., ..�0.25”�0.5”�0.5”��Second�1., 2., 3., ....�0.5”�0.75”�0.75”��Third�(a), (b), (c), ...�0.75”�1.0”�1.0”��

Table 3-3.  Header/Footer Formatting Guide

Text item (Style Name)�Position �Case�Size�Spacing: Points Before/After��Header  (Header)�Single-sided docs: right-justified on each page.  

Double-sided docs: right-justified on odd pages, left-justified on even pages�Init Caps�9�0/0��Footer (Footer)�Centered��10�0/0��

even pages.  Select font size 9 and use initial caps for the header text. Use the Style named “Header” in the Standard Template to assist with the formatting.

3.2.4	Footer

The footer contains only the centered page number of font size 10.  The Title Page is page i, but it is not marked.  Other Front Matter pages are numbered ii, iii, iv, etc.  Number the first page of Section 1 as 1, then number pages consecutively to the end of the document.  If the document is over 50 pages, precede the page number with the Section number or Appendix letter and a dash (e.g., 2-1, 2-2, A-2, B-1).  Restart the page numbering at 1 for each new numbered section or Appendix.  

Enter the page number in the footer by selecting View/Header and Footer; then selecting Switch Between Header and Footer on the Header and Footer menu bar, and pressing the “Page Numbers” button.  Press the “Center” button on Formatting toolbar to center the number.  Select font size 10.  Use the Style named “Footer” in the Standard Template to assist with the formatting.

3.2.5	Appendices

Label appendices A, B, C, etc. and refer to them appropriately at least once in the body of the document.  Paragraphs should be labeled with the corresponding Appendix letter and paragraph number, e.g., A.1, A.1.1, etc. and formatted as in the main part of the document.

3.3	Illustrations

The use of flow charts, checklists, tables, clip art, and other illustrations is strongly recommended.  Each illustration must be referenced in the text of the document and placed as close to the first text reference as possible.  If an illustration occupies a full page, place it on the page immediately after the first reference.  All illustrations must be included in a document before the Table of Contents is created to ensure the page numbers are correct.  Any font type and size may be used in creating illustrations as long as it will reproduce clearly.  Sans serif fonts such as Ariel and Helvetica are recommended for small fonts.  If Microsoft Word drawing tools (lines, rectangles, ellipses, text boxes, etc.) from the drawing toolbar are used, space on the page must be provided.  It is suggested that paragraph returns in the “Figure Edge” style be used.  Figure 3-1 contains guidelines for flow chart construction as used in Section 2.4 of the process description document.  
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Figure 3-1.  Flow Chart Guidelines

3.3.1	Figure Titles

Label figures with “Figure x-n” where “x” is the Section number or Appendix letter and “n” indicates the order the figure occurs in the Section or Appendix.  Follow this with a period, two spaces and the figure title.  There is no period at the end of the title.  In small documents, the “x-” is not needed.  Figure titles are centered at the bottom of the figure, in initial capitals, regular size 11 text.  There is a Before spacing of 3 points and an After spacing of 3.  Use the Style named “Figure Title” in the Standard Template to assist with formatting.  If the figure is continued on an additional page, add “(Continued)” to the end of the figure title.  See Figure 3-1 for an example of a figure title.  Table 3-4 summarizes the title formatting.

Table 3-4.  Illustration Title Formatting guide

Title Type

(Style Name)�Number format�Followed by�Alignment�Case�Style�Size�Spacing: Points Before/After��Figure 

(Figure Title)�Figure x-n�Period, 2 spaces, figure title, CR�Centered at bottom of figure�Init Caps�Regular�11�3/3��Table 

(Table Title)�TABLE x-n�Period, 2 spaces, table title, CR�Centered at top of table�All Caps�Regular�11�6/3��

3.3.2	Table Titles

Label tables with “TABLE x-n”  where “x” is the Section number or Appendix letter and “n” indicates the order the table occurs in the Section or Appendix.  Follow this with a period, two spaces and the table title.  There is no period at the end of the title.  In small documents, the “x-” is not needed.  Table titles are centered at the top of the table, in all capitals, regular size 11 text.  There is a Before spacing of 6 points and an After spacing of 3.  Use the Style named “Table Title” in the Standard Template to assist with formatting.  If the table is continued on an additional page, add “(Continued)” to the end of the table title. .  See Table 3-4 for an example of a table title.  Table 3-4 summarizes the title formatting.

3.4	Front Matter

The front matter for a process description document is listed in Section 2 of this document.  The following sections provide specific formatting for these items and Table 3-5 provides a summary.

3.4.1	Title Page

On the title page and outside cover, if used, the document title is typed in all capitals, centered at the top of the page, bolded, and of size 16.  There is no period at the end of the title.  There is a Before spacing of 12 points and an After spacing of 3.  If the document is a draft, then “DRAFT” is typed above the document title in a similar format.  Use the Style named “Cover-title” in the Standard Template to assist with the formatting.

All other information contained on the title page is typed in initial capitals, centered on the bottom half of the page, bolded, and of size 12.  There is no period at the end of any text lines.  There is a Before spacing of 0 points and an After spacing of 3.  Use the Style named “Cover-other” in the Standard Template to assist with the formatting.  Use of graphics or logos on the title page is encouraged.

3.4.2	Executive Summary

An Executive Summary, when used, starts on the second page of the front matter.  “Executive Summary” is typed at the top of the page, centered, in all capitals, bolded and of size 12.  There is no period at the end of the line.  There is a Before spacing of 12 points and an After spacing of 3. Use the Style named “TOC-title” to assist with the formatting.  The text begins immediately after the title and contains no paragraph numbering.



Table 3-5.  front matter Formatting guide

Text Item

(Style Name)�Alignment�Case�Style�Size�Spacing: Points Before/After��Document title (Cover-Title)�Centered at top of page�All Caps�Bold�16�12/3��Other cover page info (Cover-other)�Centered on bottom half of page�Init Caps�Bold�12�0/3��Executive Summary/Preface title (TOC-Title)�Centered at top of page�All Caps�Bold�12�12/3��Record of Changes title (TOC-Title)�Centered at top of page�All Caps�Bold�12�12/3��Table of Contents title (TOC-Title)�Centered at top of page�All Caps�Bold�12�12/3��Table of Contents column headings (TOC-Heading)�Below TOC title, left-justified�Init Caps�Bold�11�3/6��

3.4.3	Preface

A Preface, if used in place of an Executive Summary, is formatted exactly as an Executive Summary would be.

3.4.4	Record of Changes

A Record of Changes appears on a new page after the Executive Summary or Preface.  “Record of Changes” is typed at the top of the page, centered, in all capitals, bolded and of size 12.  There is no period at the end of the title.  There is a Before spacing of 12 points and an After spacing of 3. Use the Style named “TOC-title” to assist with the formatting.

Examples of the actual Record of Changes form can be seen in the front matter of this document.

3.4.5	Table of Contents

3.4.5.1  Table of Contents Title Lines.  The Table of Contents (TOC) starts on a new page after the Record of Changes.  “Table of Contents” is typed at the top of the page, centered, in all capitals, bolded and of size 12.  There is no period at the end of the title.  There is a Before spacing of 12 points and an After spacing of 3.  Use the Style named “TOC-title” to assist with the formatting.  

The next line contains the column headings for the body of the TOC.  “Section” is typed at the left margin in initial caps, bolded and of size 11.  “Page” appears right-justified at 6.5”.  Place a right-justified tab at 6.5” to accomplish this.  There is a Before spacing of 3 points and an After spacing of 6.  Use the Style named “TOC-headings” to assist with the formatting.

3.4.5.2  Table of Contents Body.  Before creating the TOC body, place the cursor on the line following the column headings on the TOC page.  When creating the TOC body, ensure that the page numbers are shown aligned on the right side with periods for the Tab Leader.  All levels of headers should appear in the TOC.  Each level should correspond with the appropriate heading style i.e. Heading 1 is selected as TOC Level 1, Heading 2 is selected as TOC Level 2, etc.  The body of the TOC will be gathered and placed at the cursor.  The body will be formatted using the Styles named “TOC 1”, TOC 2”, and “TOC 3” in the Standard Template.  See the TOC at the beginning of this guide for an example.

3.4.5.3  List of Figures. The List of Figures starts on the line after the TOC body.  “LIST OF FIGURES” is typed, centered, in all capitals, bolded and of size 12.  There is no period at the end of the title.  There is a Before spacing of 12 points and an After spacing of 3.  Use the Style named “TOC-title” to assist with the formatting.  

The next line contains the column headings for the body of the List of Figures.  “Figure” is typed at the left margin in initial caps, bolded and of size 11.  “Page” appears right-justified at 6.5”.  Place a right-justified tab at 6.5” to accomplish this.  There is a Before spacing of 3 points and an After spacing of 3.  Use the Style named “TOC-headings” to assist with the formatting.

Before creating the List of Figures body, place the cursor on the line following the List of Figures column headings. When creating the List of Figures body, ensure that the page numbers are shown aligned on the right side with periods for the Tab Leader and that the Label and Number options are checked.  Use the “Figure title” style to build the Table of Figures.  The body of the List of Figures will be gathered.  If the TOC has already been created, the question “Do you want to replace the selected table of figures?” will appear.  Answer “No” and the list of figures will be placed at the cursor.  The body will be formatted using the Style named “Table of Figures” in the Standard Template.  See the TOC at the beginning of this guide for an example.

3.4.5.4  List of Tables.  A List of Tables is created in the same manner as the List of Figures.  In the Table of Figures window, the Caption Label is Table vice Figure and in the Options window, the style used to build the List of Tables is Table title.  

3.5	Application of Format Style Guidelines

The format style guidelines described above may be easily applied to new or existing process documents by one of three methods:

Conversion of this Microsoft Word document into a new Microsoft Word document

Transfer of styles from this document to an existing document

Use of the Process Description Template.

These three methods are described in the following paragraphs.

3.5.1	Conversion of This Document

This document can be “Saved As” a new document title, and the current contents replaced with new text.  To create a process description document, delete Part 2 of the handbook except for the DCR form on the last page and also delete the extra pages in the front of the handbook.  All formats and styles will be retained.

3.5.2	Transfer of Styles From This Document

To transfer the standard styles into an existing Microsoft Word document, do the following: 

Open the existing document in Microsoft Word.

Open the Format/Style menu and select the “Organizer” button. 

Select the “Close File” button on the RIGHT SIDE, it changes to “Open File.”  Select “Open File.”

Change the List Files of Type window to Word Documents.  Navigate to this document’s name and select Open.  The display returns to the Organizer/Styles window.

Highlight all styles in the right-hand style list and press the “<<Copy” button.

To the question “Do you wish to overwrite the existing style ...” answer “Yes to All.”

Select “Close.” 

Now the existing document includes all styles described in this guide.  To place text in a specific style, highlight it and select the desired style in the Style box on the Format Toolbar.

3.5.3	Use of Process Description Template

The Process Description template, developed in Word 6, may be used to set up styles described in Section 3.5.2 above.  The following paragraphs describe how to use the this template.

3.5.3.1  Adding the Template to Your Computer.  To add the Process Description template to your computer configuration, perform the following steps:

Obtain a copy of the MS Word 6 file entitled PRODSTMP.doc from the SEPO homepage (http://sepo.spawar.navy.mil/) or contact SEPO directly, e-mail: sepo@ spawar.navy.mil, phone: (619) 553-6694.

Store it in your Microsoft Word 6 folder (Mac) or in the c:\winword directory (Windows).

3.5.3.2  Creating New Documents.  To create a new document using the Process Description template, follow these steps within Microsoft Word:

From the File menu, select Open.

In the Open window, select the Process Description template file.

Click “OK”.  The Process Description template file opens with the styles described in this handbook.

Replace the displayed text with the appropriate process information.
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