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SEPO SPI Status Briefing Procedure (Expert Mode)
Date: 7/24/02


	Procedure: SEPO Software Process Improvement (SPI) Status Briefing
	Phase: Global

	Procedure Owner:   SSC San Diego SEPO 

	Description: A strategic objective of Space and Naval Warfare (SPAWAR) Systems Center (SSC) San Diego described in reference (a) is to improve software management and engineering capabilities, and increase maturity as defined by reference (b).  To summarize and review the status of the SPI initiative, the SEPO Director periodically briefs SSC San Diego senior management.  This procedure describes how the information for the briefing is collected, presented and distributed.

	Entry Criteria:

· Two to three months have passed since the last briefing to senior management.

Inputs:

1.
The presentation used for the previous brief
	Exit Criteria:

· The SPI Status presentation has been updated and delivered to senior management.

· Action items have been recorded.

· The SPI Status presentation has been distributed.

Outputs:

1. Updated SPI Status presentation

2. Action Items from the briefing

	Roles:  

· Senior Management: Attends the SSC San Diego Business Board meeting where the SPI Status presentation is made.  Provides feedback on the progress of the SPI initiative.  Addresses issues raised during the presentation. 

· SEPO Director: Prepares the SPI Status presentation and briefs senior management.

· Department SPI Agents: Provide updated input on SPI projects in their department.

· SEPO Staff: Assists in preparing the SPI Status presentation.

· SEPO Quality Assurance (QA): Periodically audits this procedure to ensure adherence to the documented steps.

	Assets/References: 

a. Software Engineering Process Policy, SPAWARSYSCENINST 5234.1

b. Capability Maturity Model for Software, Organization Process Focus Key Process Area

c. Previous SPI Status presentations on SPI Agent web site

d. Issue/Action Item Database

	Tasks: 

1. Schedule the briefing date.

2. Prepare the SPI Status presentation.

3. Conduct pre-brief with Code 212.

4. Distribute the SPI Status presentation for comments.

5. Brief senior management.

6. Summarize the briefing for Department SPI Agents.

7. Document action items.

8. Improve the process.

	Measures: 
Effort and funds expended in this briefing procedure.




PROCEDURE TASKS

Step 1.  Schedule the briefing date

The SEPO Director schedules the SPI Status presentation with SSC San Diego Code 210.  The briefing is normally conducted during the weekly SSC San Diego Business Board meeting that is held on Wednesday afternoon.  SPI Status briefings are conducted every two to three months.

Step 2.  Prepare the SPI Status presentation

The SEPO Director notifies the Department SPI Agents of the briefing date and requests input be provided not less than three business days before the briefing date.  Previous presentations, which are available on the SPI Agent web site, show the format for the input.

The SEPO Director prepares the presentation with the aid of the SEPO Staff. 

Step 3. Conduct pre-brief with Code 212

The SEPO Director holds a pre-brief with the Code 212 Division Manager the day before the briefing.

Step 4. Distribute the SPI Status presentation for comments

The SEPO Director sends the presentation to Code 210 and the Department SPI Agents for review at least one day prior to the briefing. 
Step 5.  Brief senior management

The SEPO Director briefs senior management on the status of the SPI initiative on the scheduled date.  The SEPO Director provides a copy of the briefing to any SSC San Diego Department Head who was not at the briefing.

Step 6.  Summarize the briefing for Department SPI Agents

The SEPO Director provides the Department SPI Agents with a summary of the briefing at the next SPI Agent meeting.

Step 7.  Document action items

The SEPO Director documents any action items resulting from the briefing and makes a plan for their completion.  

Step 8.  Improve the process

SEPO QA periodically audits the execution of this procedure to ensure that it is being followed.  Suggestions for improvement are forwarded to the SEPO Director.
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