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Preface

This document delineates the procedure for establishing and maintaining configuration management of all products developed and maintained by the Systems Engineering Process Office (SEPO) of the Space and Naval Warfare (SPAWAR) Systems Center (SSC), San Diego with the exception of SEPO-developed training modules and the format of the SSC San Diego Process Asset Library (PAL).  

Report deficiencies or corrections on the Document Change Request (DCR) form provided at the end of the document or online through the SSC San Diego PAL at http://sepo.spawar.navy.mil/.  Updates to this document are performed in accordance with the SEPO Configuration Management Procedure.
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Section 1.  INTRODUCTION

1.1
Purpose

The purpose of this document is to define a procedure to place Systems Engineering Process Office (SEPO)-originated products, other than those identified in Section 1.3 below, under Configuration Management (CM).

1.2 Background

SEPO produces products that support best practices for process improvement in engineering disciplines at the Space and Naval Warfare (SPAWAR) Systems Center (SSC) San Diego.  These products are subject to periodic review and revision as required by changes in policy, or when newly defined “best practices” are invoked by agencies supporting the engineering discipline (e.g., Software Engineering Institute (SEI), Institute of Electrical and Electronic Engineers (IEEE), etc.).  The CM of new and changed SEPO products is therefore necessitated, and supported by this procedure.  This document supercedes PR-OPD-27 v1.0.  The CM number has been changed due to the elimination of the word “Document” from the title and the expanded scope.

1.3
Scope

This document describes in detail Step 8 (Placing Documents under CM) of the Handbook for Process Management (HPM), reference (a).  This document applies to the CM of all SEPO-generated products with the following exceptions:

a. SEPO-generated training modules are covered by a separate CM procedure, which appears in Appendix E of the SEPO Training Program Process, reference (b).  This document is available on the SSC San Diego Process Asset Library (PAL) at http://sepo.spawar.navy.mil.

b. The SSC San Diego PAL, the official repository for the current version of all SEPO-generated products, is covered in the document titled, A Description of the Space and Naval Warfare System Center San Diego Software Process Assets (SPA), reference (c).  This document is available on the PAL.

Products developed and maintained by SEPO include items such as policies, processes, procedures, plans, templates, forms and databases.  Some products are not placed on the publicly available PAL due to their sensitive nature.  These are maintained internally by SEPO.

1.4
Tailoring Guidelines

There are no tailoring guidelines with respect to this procedure as it is intended for internal use by SEPO.

1.5 Document Overview

This document consists of the following sections:

a. Section 1 is an introduction to the SEPO CM Procedure.

b. Section 2 contains the roles and responsibilities, entrance criteria, inputs, tasks, outputs, exit criteria and process measures for the SEPO CM Procedure.

c. Appendix A contains the SEPO Routing Checklist.

d. Appendix B contains the SEPO Product Status Report.

e. Appendix C contains the Document Change Request (DCR) form.

f. Appendix D contains the SEPO DCR Database format.

1.6
Reference Documents

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

a. Handbook for Process Management, Version 1.0, September 24, 1998.

b. SEPO Training Program Process, PR-TP-02.

c. A Description of the Space and Naval Warfare System Center San Diego Software Process Assets (SPA), PR-OPD-03.

d. Product Engineering and Qualification Process, PR-SPE-06

e. Peer Review Process, PR-PR-02

f. SEPO Configuration Control Board Procedure (Expert Mode), PRX-OPD-13.

1.7
Abbreviations and Acronyms

CCB


Configuration Control Board

CM


Configuration Management

DCR


Document Change Request

HPM


Handbook for Process Management

IEEE


Institute of Electrical and Electronic Engineers

OPD


Organization Process Definition

PAL


Process Asset Library

PSR


Product Status Report

SEI


Software Engineering Institute

SEPO


Systems Engineering Process Office

SPA


Software Process Assets

SPAWAR 

Space and Naval Warfare

SSC


SPAWAR Systems Center 

section 2.  SEPO CM PROCEDURE description

2.1
Roles and Responsibilities

The roles and responsibilities pertaining to this procedure are listed below:

a. Author.  The author is responsible for providing the new or revised product that is placed under CM.

b. Process Owner.  The process owner is the person designated by the SEPO Director as the primary custodian of all products that support a specific process area.  The process owner receives and processes proposed changes to their respective process area products.

c. SEPO Configuration Control Board (CCB).  The SEPO CCB approves products by establishing a new or revised product baseline and determines the disposition of submitted DCRs.  Membership of the SEPO CCB is listed below:

1.
Chair – SEPO Director – Facilitates the conduct of the CCB meetings

2.
Recorder – SEPO Configuration Manager - Drafts CCB agendas and meeting minutes

3.
Members – SEPO personnel (as designated by the Chair) 

d. SEPO Configuration Manager.  The SEPO Configuration Manager oversees the execution of this CM procedure, assigns CM numbers, tracks new products in development and those being updated, and provides the baselined products to the webmaster upon completion.  

e. SEPO Webmaster.  The SEPO webmaster places new and revised SEPO-generated products on the SSC San Diego PAL, the official repository for baselined products, and notifies interested parties of the availability of the product.

2.2
Entrance Criteria

The entrance criteria pertaining to this procedure are listed below:

a. An author requests a CM number for a new SEPO-generated product.

b. The SEPO Configuration Manager or responsible process owner receives a DCR written against an existing SEPO-generated product.

2.3
Inputs

The inputs pertaining to this procedure are listed below:

a. Reference materials that comprise the basis for newly-established or revised SEPO-generated products.

b. DCR forms submitted against existing SEPO-generated products.

2.4
Tasks

The steps of the SEPO CM Procedure are described in the paragraphs that follow.

2.4.1
Tasks for a New Product

The tasks for placing a new product under CM are listed below:

a. Step 1 - The author develops a product in accordance with the appropriate process.  Reference (a) provides detailed steps for preparing new processes but may be used for other types of products as well.  Other products such as databases may be developed in accordance with processes such as the Product Engineering and Qualification Process, reference (d).  The author requests the assignment of a CM number from the SEPO Configuration Manager and initiates the “New Product” portion of the SEPO Routing Checklist shown in Appendix A.  The checklist includes the steps from reference (a) as well as this document therefore; there is not a one-to-one correspondence in the number of steps.

b. Step 2 - The SEPO Configuration Manager applies the standard identification convention shown in Figure 2-1 for all SEPO products placed under CM and adds the product and its identification number to the SEPO CM Control # Database and SEPO Product Status Report (PSR).  The SEPO CM Control # Database is maintained internally by the SEPO Configuration Manager.  A representative page of the SEPO PSR appears in Appendix B.  The complete SEPO PSR is available on the SSC San Diego PAL at http://sepo.spawar.navy.mil.







Figure 2-1.  SEPO Standard Product Identification Convention

c. Step 3 – Upon completion of the product, including any needed reviews and revisions, the author or process owner creates a file name for the document.  The standard naming convention shall consist of a shortened name without spaces, using initial caps and underscores (i.e. SEPO_ _CM_Proc.doc).  Then, the document is submitted it to the SEPO CCB Recorder.  Reviews are discussed in reference (a) and the Peer Review Process, reference (e).

d. Step 4 – The SEPO CCB Recorder includes the product on the agenda for the next CCB.  The agenda includes the date, location, attendees and items for discussion.  The SEPO CCB Recorder then presents the product during the CCB.  The SEPO Configuration Control Board Procedure (Expert Mode), reference (f) describes the conduct of the CCB.

e. Step 5 – If the product is not approved, the process owner will return the product to the author for revision and resubmission (Return to Step 1).

f. Step 6 – If approved, the SEPO Configuration Manager updates the SEPO PSR and ensures that an electronic copy of the product is sent to the SEPO Webmaster for posting on the SSC San Diego PAL, if appropriate.  Some products are maintained in house at SEPO only.  

g. Step 7 – The SEPO Webmaster applies the standard naming convention for the document file and web link, places the new SEPO-generated product on the SSC San Diego PAL and notifies interested parties of the availability of the product.

h. Step 8 - The SEPO Configuration Manager files the SEPO Routing Checklist after any necessary training has been conducted on the new product.

i. Step 9 – The CM process owner determines if the process can be improved.

2.4.2
Tasks for Updating an Existing Product

The tasks for placing an updated product under CM are listed below:

a. Step 1 – Product updates are initiated by drafting a DCR to address the changes needed.  For documents, DCRs are needed for any proposed change.  For databases, DCRs only need to be submitted if the format of the database is being changed.  Adding, deleting or changing data within the database does not require a DCR.  The DCR originator prepares a DCR using either the on-line form, located on the SSC San Diego PAL, or the electronic version, located at the end of the soft copy of each document.  The DCR is then submitted to the SEPO Configuration Manager via email.  The DCR form appears in Appendix C.  The “Update Product” portion of the SEPO Routing Checklist is begun at this time.  The checklist, shown in Appendix A, includes steps from reference (a) as well as this document; therefore there is not a one-to-one correspondence in the number of steps.

b. Step 2 – The SEPO Configuration Manager receives the DCR and assigns an identification number.  The number is made up of the appropriate process area acronym and a sequential serial number.  DCR numbers are maintained by the SEPO Configuration Manager in the SEPO DCR Control # Database.  The DCR is then entered into the DCR Database and given a status of NEW.  Appendix D contains the format for the DCR Database that is maintained by the SEPO Configuration Manager.  Once this is done, the DCR is forwarded by email or hard copy to the appropriate process owner for analysis.  

c. Step 3 – The process owner analyzes the DCR and determines whether the change should be implemented or not.  The process owner submits a disposition recommendation for the DCR either verbally or via email to the SEPO Configuration Manager, or by documenting the recommendation onto a hard copy of the DCR.  If the recommendation is to implement the change, the process owner then estimates the amount of effort, in hours, which will be necessary to accomplish the update.  

d. Step 4 - The SEPO Configuration Manager records, as appropriate, the results of the analysis in the DCR Database and forwards the DCR to the SEPO CCB Recorder for inclusion on the next CCB agenda.

e. Step 5 – The SEPO CCB Recorder presents the DCR recommendation to the SEPO CCB, where the final decision to implement or not implement the DCR is made.  Reference (f) contains the SEPO CCB procedures.

f. Step 6 – If the DCR is not approved for implementation, the SEPO Configuration Manager updates the DCR Database with a status of REJECTED and records the CCB date.  The process owner returns the DCR to the originator stating the reason for not implementing it and, when appropriate, suggests modifications to the DCR to enable its implementation.

g. Step 7 – If the DCR is approved, the SEPO CCB determines a priority of 1, 2 or 3 for the DCR.  Priority 1 means that the change must be implemented now.  Priority 2 means that the change should be implemented now if the workload permits.  Priority 3 means that the DCR can be deferred until a later time.  

h. Step 8 – For Priority 1 or 2 DCRs, the SEPO Configuration Manager updates the DCR Database with a status of OPEN, and checks the database for other open DCRs pertaining to the product being updated that may be implemented at the same time.  The new DCR and any other existing DCRs are given to the process owner.  For Priority 3 DCRs, the DCR Database status is updated to DEFERRED and no further action is taken at this time.

i. Step 9 – The process owner or original author determines which of the existing DCRs can be implemented then downloads the product from the SSC San Diego PAL and updates the product in accordance with reference (a) or other appropriate process.  

j. Step 10 - The SEPO Configuration Manager provides an updated CM number for the product then updates the SEPO CM Control # Database and SEPO PSR with the revised CM number, the product status, and projected completion date.

k. Step 11 – When the update is complete, including any needed reviews and revisions, the process owner submits it to the SEPO CCB Recorder.  Reviews are discussed in references (a) and (e).  

l. Step 12 – The SEPO CCB Recorder includes the product on the agenda for the next CCB.  The agenda includes the date, location, attendees and items for discussion.  The SEPO CCB Recorder then presents the product during the CCB.

m. Step 13 – If the product is not approved, the SEPO Configuration Manager returns the product to the process owner or originating author for revision and resubmission (Return to Step 9).

n. Step 14 – If approved, the SEPO Configuration Manager updates the SEPO PSR with the new baseline date, updates the DCR Database with a status of IMPLEMENTED, and adds the CCB date.  The SEPO Configuration Manager then ensures an electronic copy of the product is sent to the SEPO Webmaster for posting on the SSC San Diego PAL, if appropriate.  Some products are maintained in house at SEPO only.  

o. Step 15 – The SEPO Webmaster places the revised SEPO-generated product on the SSC San Diego PAL and notifies interested parties of the availability of the product.

p. Step 16 - The SEPO Configuration Manager files the SEPO Routing Checklist after any necessary training has been conducted on the updated product.

q. Step 17 – The CM process owner determines if the process can be improved.

2.5
Outputs

The outputs pertaining to this procedure are listed below:

a. New or updated SEPO products placed under CM

b. Updated SEPO PSR

c. Updated SEPO CM Control # Database

d. Updated DCR Database (for updated products only)

e. Updated SEPO DCR Control # Database (for updated products only)

f. Notification of new or updated product to interested parties

g. Suggestions for improvement to this procedure

h. Procedure metrics.

2.6
Exit Criteria

The procedure may be exited when a new or revised product baseline is established by the CCB, the product has been made available on the SSC San Diego PAL, and interested parties have been informed of its availability.  This procedure may also be exited when a DCR has been returned to its originator disapproved.

2.7
Procedure Measures

The measures pertaining to this procedure are listed below:

a. Duration of this procedure.  This can be determined by the dates on the SEPO Routing Checklist.

b. Number of persons involved in the CM of SEPO-generated products.  This can be determined from the SEPO Routing Checklist.

c. Effort expended during the execution of this procedure.  This can be determined from the weekly activity reports of the participants.

APPENDIX A.  SEPO ROUTING CHECKLIST

This checklist is also available on the SSC San Diego Process Asset Library at http://sepo.spawar.navy.mil.  Select the ‘SEPO Internal Processes and Procedures’ option in the table of contents on the left side of the page and look for ‘SEPO Routing Checklist’ under QA/CM/Peer Reviews heading.  

Product Title:  ___________________________________________________

Product Location:  ________________________________________________________________

	New Product Checklist
	Who
	Date/Initials

	1.
Draft the product IAW Steps 1 – 4 of the HPM or other appropriate process.  Make appropriate entries in the properties summary (Select File, Properties, Summary tab) for documents.  Request an identification number from the SEPO Configuration Manager.  Initiate the SEPO Routing Checklist.
	Author
	

	2.
Add the new product and its identification number to the SEPO CM Control # Database and the SEPO Product Status Report (PSR).  
	CM
	

	3.
Review product (Steps 5 – 7 of HPM).  For documents, add line numbers before distribution to reviewers.  Include SPI Agents in reviews, as appropriate.  This step includes any interim tech editing and re-inspections.  
	Review Leader
	

	4.
Perform final tech editing.  Ensure that appropriate entries have been made in the properties summary for documents.
	Tech Editor
	

	5.
Submit the product to the SEPO CCB.
	PA POC
	

	6.
Conduct CCB on product (Step 8 of HPM).  If approved, go to Step 8 otherwise continue with Step 7.
	CCB Chair
	

	7.
If not approved, return the product to the author for revision and resubmission.  Return to Step 1.
	PA POC
	

	8.
If approved, update the PSR.  
	CM
	

	9.
Post the product on the SSC San Diego PAL as appropriate.  Notify all Department SPI agents of the availability of the new product. (Step 9 of HPM)
	Webmaster
	

	10.
Conduct training on the new product in a SPI Agent meeting or other forum, as appropriate.
	PA POC
	

	11.
File this checklist.
	CM
	


	Update Product Checklist
	Who
	Date/Initials

	1.
Draft a DCR and submit to SEPO CM.  
	DCR Originator
	

	2.
Log the DCR into the DCR Database and assign a DCR #.  Initiate the SEPO Routing Checklist.
	CM
	

	3.
Analyze the DCR and inform SEPO CM of the results.
	PA POC
	

	4.
Update the DCR Database with the results of the analysis.
	CM
	

	5.
Submit a disposition recommendation for the DCR to the SEPO CCB.
	PA POC
	

	6.
Conduct CCB on the DCR.  If approved for implementation, go to Step 8 otherwise continue with Step 7a.
	CCB Chair
	

	7a.
If the DCR is not approved, update the DCR Database and return the DCR to the KPA POC.
	CM
	

	7b.
Return the DCR to the originator stating the reason for not implementing the DCR and when appropriate, suggest modifications to the DCR to enable its implementation.  If the DCR is modified, continue from Step 1 of this checklist.
	PA POC
	

	8.
If the DCR is approved, update the DCR Database.
	CM
	

	9.
Download the product to be updated from the SSC San Diego PAL.  Check the DCR Database for other approved DCRs for this product.  If others exist, determine if any can be implemented at the same time as this DCR. Update the product IAW Steps 1 – 4 of the HPM or other appropriate process.  If the changes are minor, turn on the “Track Changes” feature of MS Word.  Update the properties summary for documents.  Obtain an updated CM number from SEPO CM.  
	PA POC
	

	10.
Update the CM number of the product in the SEPO CM Control # Database and the SEPO Product Status Report.
	CM
	

	11.
Determine the need for a peer review.  If a review is not needed, go to Step 13, otherwise continue with Step 12.
	PA POC, CCB Chair
	

	12.
Review product (Steps 5 – 7 of HPM).  For documents, add line numbers before distribution to reviewers.  Be sure to include the DCR originator and SPI Agents in any review, as appropriate.  This step includes any interim tech editing and re-inspections.  
	Review Leader
	

	13.
Perform final tech editing.  Verify that the properties summary has been updated for documents.
	Tech Editor
	

	14.
Submit the product to the SEPO CCB.
	PA POC
	

	15.
Conduct CCB on product (Step 8 of HPM).  If approved, go to Step 17 otherwise continue with Step 16. 
	CCB Chair
	

	16.
If not approved, return the product to the author for revision and resubmission.  Return to Step 9.
	PA POC
	

	17.
If approved, update the PSR and DCR Database.  
	CM
	

	18.
Post the product on the SSC San Diego PAL as appropriate.  Notify all Department SPI Agents of the availability of the updated product. (Step 9 of HPM).  
	Webmaster
	

	19.
Conduct training on the updated product in a SPI Agent meeting or other forum, as appropriate.
	PA POC
	

	20.
File this checklist.
	CM
	


Appendix B.  SEPO Product Status Report

The table below contains the first page of the SEPO Product Status Report.  The complete report is available on the SSC San Diego Process Asset Library at http://sepo.spawar.navy.mil.  Select the ‘SEPO Internal Process Assets’option in the table of contents on the left side of the page and scroll down to the ‘SEPO Product Status Database’.

	PA Acronym
	SEPO

POC
	Product Name
	CM Control Number
	Product Status
	Product Date
	Location

	RM
	
	SSC San Diego Policy for Requirements Management (RM)
	PR-RM-01V1.1
	Baselined
	10/9/97
	SSC San Diego PAL

	RM
	
	RM A Workshop on Conceptual Guidelines (Practitioner Training Sample)
	TR-RM-01V1.0
	Baselined
	6/30/96
	SEPO Library

	RM
	
	Software Requirements Specification (SRS) Template (MIL-STD-498)
	TM-RM-01V1.1
	Baselined
	6/12/97
	SSC San Diego PAL

	SPP
	
	SSC San Diego Policy for Software Project Planning (SPP)
	PR-SPP-01V1.1
	Baselined
	10/9/97
	SSC San Diego PAL

	SPP
	
	Software Project Planning (SPP) Process 
	PR-SPP-02V1.3
	Baselined
	9/15/00
	SSC San Diego PAL

	SPP
	
	Software Project Planning (SPP) Process (Expert Mode)
	PRX-SPP-01V1.0
	Baselined
	4/5/01
	SSC San Diego PAL


	SPP
	
	Software Estimation Process
	PR-SPP-03V2.2
	Baselined
	8/31/99
	SSC San Diego PAL

	SPP
	
	Software Estimation Process (Expert Mode)
	PRX-SPP-02V1.0
	Baselined
	7/24/01
	SSC San Diego PAL


	SPP
	
	Risk Management Process
	PR-SPP-04V2.0
	Baselined
	5/16/97
	SSC San Diego PAL

	SPP
	
	Risk Management Process (Expert Mode)
	PRX-SPP-03V0.2
	Draft
	
	

	SPP
	
	Software Development File (SDF) Template
	TM-SPP-01V1.1
	Baselined
	12/10/96
	SSC San Diego PAL


APPENDIX C.  DOCUMENT CHANGE REQUEST

The figure below contains the electronic version of the Document Change Request (DCR).  This form is also available on the SSC San Diego Process Asset Library at http://sepo.spawar.navy.mil.  Select the ‘SEPO Document Change Request ’ option in the table of contents on the left side of the page.

	Document Title: 

	Tracking Number:  

	Name of Submitting Organization: 



	Organization Contact: 


	Phone: 

	Mailing Address: 



	Short Description of Change:  


	Date

	Change Location:  Whole document

(use section #, figure #, table #, etc.)

	Proposed change:  



	Rational for Change: 



	Note:  For the Systems Engineering Process Office (SEPO) to take appropriate action on a change request, please provide a clear description of the recommended change along with supporting rationale.

Send to:  Commander, Space and Naval Warfare Systems Center, SEPO,202, 53560 Hull Street, San Diego, CA 92152-5001 

Fax to:  (619) 553-6249 

Email to:  sepo@spawar.navy.mil
Changes may also be submitted online via the SSC San Diego PAL at http://sepo.spawar.navy.mil.

DCR Form 7/2004


APPENDIX D.  Document Change Request DATABASE FORMAT

The fields used in the Document Change Request (DCR) Database are shown below along with the options for the Current Status and Priority fields.  

	DCR Number
	Product Title
	Short Description of Change
	Submitter Name
	Date Submitted
	Current Status*
	CCB Date
	CM Control #
	Assigned to

	Priority+
	Estim Labor Hrs
	
	
	
	
	
	
	


* Definition of the Current Status field:

-
NEW:  Newly recorded, disposition not yet determined

-
OPEN:  Approved for implementation 

· IMPLEMENTED:  DCR-generated artifact changes approved by CCB/new artifact baseline established by CCB

· DEFERRED:  DCR is deferred until a later time

· REJECTED:  DCR returned to its originator, with reason for return provided 

· WITHDRAW:  Changes indicated on DCR are no longer needed.

+ Definition of the Priority field:

· Priority 1 - the change in the DCR must be implemented now.  

· Priority 2 - the change should be implemented now if the workload permits.  

· Priority 3 - the DCR can be deferred until a later time.  

DOCUMENT CHANGE REQUEST (DCR)

	Document Title: SEPO CM Procedure

	Tracking Number:  



	Name of Submitting Organization: 



	Organization Contact: 


	Phone: 

	Mailing Address: 



	Short Description of Change:  


	Date

	Change Location:  Whole document

(use section #, figure #, table #, etc.)

	Proposed change:  



	Rational for Change: 



	Note:  For the Systems Engineering Process Office (SEPO) to take appropriate action on a change request, please provide a clear description of the recommended change along with supporting rationale.

Send to:  Commander, Space and Naval Warfare Systems Center, SEPO, Code 202, 53560 Hull Street, San Diego, CA 92152-5001 

Fax to:  (619) 553-6249 

Email to:  sepo@spawar.navy.mil
Changes may also be submitted online via the SSC San Diego PAL at http://sepo.spawar.navy.mil.

DCR Form 7/2004























Baseline Version Number: 


Identifies the current sequential baseline (which includes all prior minor changes from the prior baseline), e.g. the third baseline of this SCM process document.











Minor Change Number:  


Identifies the sequential minor change, e.g. pen-and-ink change, page change, etc. within the current product baseline 





Serial Number:  


A sequential number assigned to differentiate multiple products within the Process Area, e.g. the first SCM process document.









































Process Area Acronym:


Appropriate process area or ADMIN for administrative document.  See the PSR for current acronyms.





Product Type:


PR = Process/Guide/


Procedure/Policy


PRX = “Expert mode” Process/Procedure


DB = Database


FR = Form


PL = Plan


TM = Template


TR = Training Document 


DC = Misc. Document (training flyer, etc.)





PR-SCM-01 v3.0











2
ii

