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	Process:  Procedure Development
	Phase: Global

	Process Owner:  SSC San Diego Systems Engineering Process Office 

	Description:  Procedures provide detailed instructions on a sequence of steps performed for a given purpose. A procedure focuses on “how to do it” whereas a higher-level process generally focuses on “what to do.” This process describes the steps to follow to prepare a procedure.

	Entry Criteria/Inputs: 

· The need for procedure is identified 

· The assigning authority and project management agree that the procedure is required

· A project plan or other document refers to an as-yet undeveloped procedure

· Procedure infrastructure and responsibilities are defined, assigned and accepted

· Reference materials that support development of the procedure are available
	Exit Criteria/Outputs: 

· The procedure is approved and baselined 

· Any other supporting documents that are developed in conjunction with the procedure are delivered with the procedure

	Roles:  

· Assigning Authority – A project or higher-level manager, a Systems Engineering Process Group (SEPG) or a SPI agent or team that identifies, approves, supports the procedure development

· Project Manager – Involves project personnel in the development of the procedure

· Procedure Action Leader – Leads the effort to develop the procedure

· Procedure Action Team – The assigned persons working together to develop the procedure

· Procedure Reviewers/Consultants – Persons who review or consult on the contents of the procedure

· Practitioners – Use and evaluate the procedure; suggest improvements

	Assets/References: 

a. Handbook for Process Management (HPM), Published by the Systems Engineering Process Office (SEPO), and available on the SSC San Diego Process Asset Library - http://sepo.spawar.navy.mil/

b. Tactical Communication Solutions (TCS) Project Process “Writing A Process”; Project Manager:  E. Alburo; Author:  Walt Nelson (A SSC-San Diego Best Practice)

c. TM-OPD-04V1.0, Expert Mode Process/Procedure Template

	Tasks: 

1. Prepare the Procedure Action Team

2. Conduct Data Collection and Research 

3. Prepare Procedure Outline and Flow Diagram/Solicit Feedback 

4. Prepare Draft Document 

5. Conduct Peer Review 

6. Assign Action Items to Address Review Issues 

7. Conduct Management Review 

8. Place Document Under Management and Control 

9. Publish and Distribute Document 

10. Improve the Process 

	Measures:

1.   Resources (personnel, time) required to develop the procedure.

2. Amount of time to complete this process.

3. Number of defects identified during Peer Review of the procedure.


PROCESS TASKS

1. Prepare the Procedure Action Team

The Project Manager or assigning authority approves the Procedure Action Team members and Leader.  The Procedure Action Team Leader prepares the team members for the roles they perform within the team.  The Procedure Action Team Leader ensures the participants work as a team to develop a detailed approach to the procedure development.  

2. Conduct Data Collection and Research

The Procedure Action Team gathers procedure-related materials from the project(s) to be impacted and the SSC San Diego Process Asset Library (located  at http://sepo.spawar.navy.mil/).  In addition, other sources of procedure documentation such as the IEEE, SEI, and industry sources should be investigated.

3. Prepare Procedure Outline and Flow Diagram/Solicit Feedback

The Procedure Action Team prepares an initial outline of the procedure description including a flow diagram (Figure 1) or related graphic (Use reference (a) as a guideline) and distributes it to the procedure reviewers and consultants for initial feedback. 

4. Prepare Draft Document

The Procedure Action Team prepares a draft procedure description using reference (a) and the following recommendations, as guidelines:

a. When drafting the procedure description, the team uses the following format guideline (to document an abbreviated “Expert Mode” of a procedure, use reference c.):

· 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.  Procedure 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  Procedure Measures

· Appendices

· Document Change Request Form.

b. Questions to consider when preparing the procedure:

· What procedure are you trying to explain? 

· Why is it important? 

· Who or what does the procedure affect? 

· Are there different ways of doing the procedure? If so, what are they? 

· Is the activity/task done differently each time depending on who does it?

· Do errors/defects consistently arise in currently implemented procedures?

· Who are the readers? 

· What knowledge do they need to understand this procedure? 

· What skill/equipment are needed for this procedure? 

· How long does the procedure take? 

· Is the outcome always the same? 

· How many steps are there in the procedure? 

· Why is each step important? 

· What difficulties are involved in each step? How can they be overcome? 

· Do any cautions need to be given? 

· Does the procedure have definitions that need to be clarified? 

· Are there other procedures that are similar and could help illustrate the procedure?

NOTES:

If needed, tell what should not be done or why something should be done. 

 Involve the people who will conduct the procedure.

5. Conduct Peer Review

The draft version of the procedure is next reviewed by an appropriate group of knowledgeable people. A Formal Inspection or other type of Peer Review may be held at the discretion of the assigning authority.  The Peer Review Process describes the various types of peer reviews used at SSC San Diego.  This process can be found on the PAL at http://sepo.spawar.navy.mil/.

6. Assign Action Items to Address Review Issues

The Procedure Action Team is responsible for incorporating or resolving red lines, defects and open issues identified during the peer review. 

7. Conduct Management Review

The assigning authority in collaboration with the Procedure Action Team Leader and/or Project Manager determines whether the new or improved procedure is sufficiently correct (‘good enough’).  If judged acceptable, the procedure is approved for baselining and use.  If not, it is returned to the Procedure Action Team with documentation of the specific issues to be resolved (Task 6).   The reviewers also decide whether another peer review or management review are required following resolution of any issues.

8. Place Document Under Management and Control

The project places the approved procedure(s) under appropriate Configuration Management (CM) control as required by the project’s CM guidelines.  It is recommended that the project also make the procedure available for use by the organization by placing it in the appropriate Department Process Asset Library for access by others desiring to document similar procedures.

9. Publish and Distribute Document

After the documented procedure is placed in the department’s designated PAL or CM database, it is distributed or made available to all project personnel who are using or are affected by the new or improved procedure.  If needed, provide training on the use of the procedure.

10. Improve the Process

Practitioners using or interfacing with defined procedures are encouraged to evaluate them periodically to identify procedure defects and possible improvements.  Recommendations for improvements can be submitted directly to the department SPI agent or to SEPO if no local SPI infrastructure exists.  Also, submit suggested improvements to this procedure development process to SEPO.
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Figure 1. Work Flow Diagram Format
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