SSC San Diego PI Initiative QA Plan

PL-OPD-01 v1.0

5/18/04

SEPO QA Plan

PL-OPD-01 v0.4

7/24/03

SQAP Template

Version 1.3

1/24/00















	
	


	


	

	

	


	

	

	


	


	


	



















	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	








Space and Naval Warfare Systems Center

San Diego

Process Improvement Initiative

QUALITY ASSURANCE PLAN 

PL-OPD-01 V1.0

May 18, 2004

Systems Engineering Process Office, Code 212

Space and Naval Warfare Systems Center San Diego 

53560 Hull Street

San Diego, CA  92152-5001

Approved for Public Release; Distribution is unlimited

Space and Naval Warfare Systems Center

San Diego

Process Improvement Initiative

QUALITY ASSURANCE PLAN 

PL-OPD-01 V1.0

May 18, 2004

QA Plan Approvals:

______________________
____________

QA Manager
[Date]

______________________
____________

SEPO Director
[Date]

______________________
____________

Code 210 Dept Head
[Date]

Preface

This document contains the Quality Assurance Plan for the Space and Naval Warfare (SPAWAR) Systems Center (SSC) San Diego Process Improvement (PI) Initiative.  The SSC San Diego Systems Engineering Process Office (SEPO), Code 212, is a technical staff code tasked to facilitate the SSC San Diego PI Initiative.  

SEPO assumes responsibility for this document and updates it, as required, to meet the needs of the SSC San Diego PI Initiative.  Recommendations for updates to this document should be recorded and submitted on the Document Change Request form that is located at the end of this document or on the SSC San Diego Process Asset Library at http://sepo.spawar.navy.mil/.  Updates to this document will be performed, at least annually, in accordance with the SEPO Configuration Management Procedure, PR-OPD-32.

This document has been tailored from the Software Quality Assurance Plan Template, TM-SQA-01.  As the SSC San Diego Process Improvement Initiative does not generate any software, Sections 6 (Test), 8 (Tools, Techniques and Methodologies), 9 (Code Control), 10 (Media Control) and 11 (Supplier Control) of the template do not apply and have been tailored out.  The remaining sections have been renumbered consecutively. 

This QA Plan reflects the current state of transition for SSC San Diego from the Software Engineering Institute’s Capability Maturity Model for Software to the Capability Maturity Model Integration for Systems Engineering/Software Engineering/Integrated Product and Process Development/Supplier Sourcing as the benchmarking standard for process maturity.  As such, not all documents in the reference list have been updated to reflect the new emphsis.  
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Section 1.  Introduction

1.1
Purpose

The purpose of this plan is to define the Quality Assurance (QA) program for the Space and Naval Warfare (SPAWAR) Systems Center (SSC) San Diego Process Improvement (PI) Initiative. 

1.2
Scope

This plan is written to follow the SSC San Diego Software Engineering Process Policy, reference (a) and the SSC San Diego Policy for Software Quality Assurance, reference (b).  Specifically, this QA Plan will show that the QA function is in place for the SSC San Diego PI Initiative.  It will show that the QA group has a reporting channel to senior management that is independent of the Systems Engineering Process Office (SEPO) Director, SEPO members and SEPO Configuration Management (CM).

The goal of the QA program is to verify that the SSC San Diego PI Initiative's products meet all technical requirements and are developed by following established processes.  Additionally, QA will verify that activities performed by SEPO in facilitating the SSC San Diego PI Initiative follow SEPO internal processes.  

This plan will cover those activities that occur primarily within SEPO including the development of organization-level documents; development and delivery of systems/software engineering management, project management and process improvement training; the maintenance of numerous databases and the SSC San Diego web-based Process Asset Library (PAL), and the day-to-day functioning of SEPO.  

1.3
SSC San Diego PI Initiative Overview

The primary objective of the SSC San Diego PI Initiative is to raise SSC San Diego's systems/software engineering and project management core competencies to a higher maturity level by implementing best practices in accordance with Electronic Industries Association (EIA) 632 Process for Engineering a System, reference (c), Institute of Electrical and Electronics Engineers (IEEE)/EIA 12207 Life Cycle Processes, reference (d) and the Software Engineering Institute’s (SEI) Capability Maturity Model Integration (CMMI), reference (e).  SEPO is a technical staff code tasked to facilitate this initiative.  This is accomplished by facilitating systems/software engineering and project management process improvement with projects in each department, providing training, and transferring this knowledge to others both within SSC San Diego and outside.  

1.4
Document Overview

This document identifies the organization and procedures to be used to perform activities related to the SSC San Diego PI Initiative QA program as specified in IEEE Std 730-1998, IEEE Standard for Software Quality Assurance Plans, reference (f) and IEEE STD 730.1-1995, IEEE Guide for Software Quality Assurance Planning, reference (g).

Section 1 identifies the SSC San Diego PI Initiative products and activities to which this QA Plan applies; summarizes the purpose and contents of the QA Plan; and describes the relationship of the QA Plan to other management plans.

Section 2 describes each major element of the organization that influences the quality of the SSC San Diego PI Initiative products.

Section 3 describes the QA tasks to be performed.

Section 4 lists the products subject to QA during this calendar year.

Section 5 identifies the standards, practices and conventions utilized in carrying out the QA activities.

Section 6 describes problem reporting and corrective action.

Section 7 describes QA procedures for record collection, maintenance, and retention.

Section 8 describes QA training requirements.

Section 9 describes QA review of the Risk Management process.

Appendix A provides a list of acronyms.

Appendix B provides the SSC San Diego PI Initiative QA schedule.

1.5
Relationship to Other Plans 

This QA Plan supports the implementation of the Program Management Plan for the SSC San Diego Process Improvement Initiative, reference (h).

1.6
Reference Documents

This section lists the documents referenced in this QA Plan:

a. Software Engineering Process Policy, SPAWARSYSCEN San Diego Instruction 5234.1, July 2000.

b. SSC San Diego Policy for Software Quality Assurance, PR-SQA-01, SEPO, Version 1.1, October 1997.

c. EIA 632, Processes for Engineering a System, Electronic Industries Association, January 1999.

d. IEEE/EIA Standard 12207 Series – Software Life Cycle Processes, Institute of Electrical and Electronics Engineers/Electronic Industries Association, March 1998.

e. Capability Maturity Model Integration for Systems Engineering/Software Engineering/Integrated Product and Process Development/Supplier Sourcing, Version 1.1, Staged Representation, CMU/SEI-2002-TR-012, March 2002.

f. IEEE Standard for Software Quality Assurance Plans, IEEE Std 730-1998, 25 June 1998.

g. IEEE Guide for Software Quality Assurance Planning, IEEE Std 730.1-1995, December 1995.

h. Project Management Plan for the SSC San Diego Process Improvement Initiative, PL-OPF-01, SEPO.

i. SEPO Configuration Management Procedure, PR-OPD-32, SEPO.

j. SEPO/Systems/Software Process Improvement (SPI) Agent Job Description, DC-OPD-04, SEPO.

k. Handbook for Process Management, PR-OPD-05, SEPO.

l. SEPO Routing Checklist, FR-OPD-02, SEPO.

m. Software Quality Assurance Process, PR-SQA-02, SEPO.

n. Software Quality Assurance Plan Template, TM-SQA-01, SEPO.

o. A Description of the Space and Naval Warfare System Center San Diego Software Process Assets, PR-OPD-03, SEPO.

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

q. SSC San Diego Systems/Software Engineering Management Training Plan, PL-OT-01, SEPO.

r. SSC San Diego PAL Maintenance Procedure, PR-OPD-12, SEPO.

s. SEPO Work Request Procedure (Expert Mode), PRX-OPD-04, SEPO.

t. SEPO Work Product Estimation Process (Expert Mode). PRX-OPD-10, SEPO.

u. Software Project Planning Process, PR-SPP-02, SEPO.

v. Risk Management Process, PR-SPP-04, SEPO.

w. Software Project Tracking and Oversight Process, PR-SPTO-02, SEPO.

x. SEPO/SPI Agent Status Reporting Procedure (Expert Mode), PRX-OPD-08, SEPO.

y. SSC San Diego Internal SCE Process (Expert Mode), PRX-OPF-02, SEPO.

z. SEPO SPI Status Briefing Procedure (Expert Mode), PRX-OPD-03, SEPO.

aa. PowerPoint Procedures for SEPO Presentations, PR-OPD-15, SEPO.

ab. Keys to Successful Reviews and Meetings (Expert Mode), PRX-SPTO-02, SEPO.

ac. SPI Agent Meeting Format, PR-OPD-25, SEPO.

ad. SEPO Team Meeting Format, PR-OPD-22, SEPO.

ae. SEPO Parallel Organization Meeting Format, PR-OPD-28, SEPO.

af. SEPO Process for Inquires, PR-OPD-16, SEPO.

ag. Software Community Process, PR-OPD-17, SEPO.

ah. New SEPO People Information, PR-OPD-14, SEPO.

ai. SSC San Diego Project Management Guide, PR-OPD-29, SEPO.

aj. Peer Review Process, PR-PR-02, SEPO.

ak. Internal Software Process Improvement Working Group Process, PR-OPD-19, SEPO.

al. Bringing Training to SSC San Diego, PR-OPD-07, SEPO.

am. SEPO Internal Quality Assurance Process, PR-OPD-26, SEPO.

an. Customer Survey Process, PR-OPD-09, SEPO.

ao. SEPO Data Backup and Recovery Procedure (Expert Mode), PRX-OPD-07, SEPO.

Section 2.  MANAGEMENT

2.1
Organization

Good engineering practice requires a measure of independence for the QA group.  This independence provides a key strength to QA; that is, QA has the freedom, if the quality of the product is being jeopardized, to report this possibility directly above the level of the project.  While in practice this rarely occurs for almost all problems are correctly addressed at the project level, the fact that the QA group can go above the project level gives it the ability to keep many of these problems at the project level.  

Figure 2-1 shows the QA organization with relation to the SSC San Diego PI Initiative organization.
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Figure 2-1.  SSC San Diego PI Initiative Organization

The functional groups that influence and control product quality are described below:

a. SSC San Diego Code 210/212 is responsible for the following items:

1) Establishing a quality program by committing SEPO to implement references (a) and (b). 

2) Reviewing and approving the SSC San Diego PI Initiative QA Plan. 

3) Resolving and following-up on any quality issues raised by QA.

4) Identifying an individual or group independent from the project to audit and report on the project’s QA function. 

b. SEPO Director is responsible for the following items:

1) Implementing the quality program in accordance with references (a) and (b).

2) Identifying the activities to be performed by QA.

3) Identifying the quality factors to be implemented in the SSC San Diego PI Initiative.

4) Reviewing and approving the SSC San Diego PI Initiative QA Plan.

5) Identifying and funding an individual or group independent from the project to perform the QA functions.

6) Resolving and following-up on any quality issues raised by QA.

7) Identifying, developing and maintaining planning documents such as reference (h), the SEPO Work Breakdown Structure (WBS) in Appendix A of reference (h) and this QA Plan.

8) Approving the release of SSC San Diego PI Initiative products.

c. Quality Assurance is responsible for the following items:

1) Drafting and keeping current this SSC San Diego PI Initiative QA Plan.

2) Conducting the quality checks identified in this QA Plan.

3) Generating QA reports.

4) Raising any quality issues not resolvable at the SEPO level to Code 212.

5) Implementing the QA practices, processes, and procedures as defined in reference (h).

d. Configuration Management (CM) is responsible for the following items:

1) Reviewing and commenting on the SSC San Diego PI Initiative QA Plan.

2) Implementing the quality program related to CM in accordance with this QA Plan.

3) Resolving and following-up on any quality issues raised by QA related to CM.

4) Ensuring the quality factors are implemented in the products.

5) Implementing the CM practices, processes, and procedures as defined in reference (h) and the SEPO CM Procedure, reference (i).

e. SEPO Points of Contact (POCs) interface with Department Systems/Software Process Improvement (SPI) Agents and SPI projects in each SSC San Diego department to facilitate the SSC San Diego PI Initiative as described in the SEPO/SPI Agent Job Description, reference (j).  The QA of their activities is included in their performance reviews. 

f. Department SPI Agents interface with SPI projects and SEPO POCs to facilitate the SSC San Diego PI Initiative as described in reference (j).  The QA of their activities is included in their performance reviews.

g. Documentation is responsible for the following items:

1) Reviewing and commenting on the SSC San Diego PI Initiative QA Plan.

2) Implementing the quality program related to documentation in accordance with this QA Plan.

3) Resolving and following-up on any quality issues raised by QA related to documentation development and maintenance.

4) Developing and maintaining documents for the SSC San Diego PI Initiative according to reference (i) and the Handbook for Process Management, reference (k), and utilizing the SEPO Routing Checklist, reference (l).  This includes maintaining the documents listed below:

a) Software Engineering Process Policy, reference (a).

b) SSC San Diego Policy for Software Quality Assurance (SQA), reference (b).

c) SQA Process, reference (m)

d) SQA Plan Template, reference (n).

e) A Description of the Space and Naval Warfare System Center San Diego Software Process Assets, reference (o).

h. SEPO Training is responsible for the following items:

1) Reviewing and commenting on the SSC San Diego PI Initiative QA Plan.

2) Implementing the quality program related to training in accordance with this QA Plan.

3) Resolving and following-up on any quality issues raised by QA related to training development and conduct.

4) Developing and conducting systems/software engineering management, project management and process improvement courses according to the SEPO Training Program Process, reference (p) and SSC San Diego Systems/Software Engineering Management Training Plan, reference (q).

5) Ensuring QA training availability, either by vendor or SEPO.

i. Database Management is responsible for the following items:

1) Reviewing and commenting on the SSC San Diego PI Initiative QA Plan.

2) Implementing the quality program related to database management in accordance with this QA Plan.

3) Resolving and following-up on any quality issues raised by QA related to database management.

4) Managing the databases in accordance with the applicable database processes and procedures.

j. PAL Maintenance is responsible for the following items:

1) Reviewing and commenting on the SSC San Diego PI Initiative QA Plan.

2) Implementing the quality program related to PAL Maintenance in accordance with this QA Plan.

3) Resolving and following-up on any quality issues raised by QA related to PAL maintenance.

4) Managing the PAL in accordance with the SSC San Diego PAL Maintenance Procedure, reference (r).

2.2
Resources

2.2.1
Facilities and Equipment

QA will have access to the SEPO facilities and equipment in SSC San Diego Building 312.  QA will have access to computer resources to perform QA functions such as process and product evaluations and audits.

2.2.2
Personnel

The QA effort for this project is 0.25 person-year.

The QA personnel will receive training as outlined in Section 8 so that they are familiar with and are able to apply the standards and guidelines listed in Section 1.6.  Additionally, the QA personnel will be intimately familiar with the SSC San Diego PI Initiative. 

The QA Manager will perform most QA activities.  Additional personnel will be used in the QA of training materials and for peer reviews of documentation.

Section 3.  QA Tasks

The SSC San Diego PI Initiative WBS drives the scheduling of QA tasks.  Therefore, a QA task is performed in relationship to the activities that are underway.  One or more QA tasks can be performed concurrently until a task is completed.  A task is considered completed when the required report (e.g., QA Reports, Process Audits Reports, etc.) are satisfactorily completed or action items have been closed.  The following sections describe the tasks requiring coordination and cooperation with SEPO personnel that shall be performed by QA.

3.1
Management Processes

3.1.1
Task:  Evaluate Planning

Planning the SSC San Diego PI Initiative involves the SEPO Director and SEPO personnel who determine the tasks to be completed in a calendar year.  Input from the Code 210 Department Head is also incorporated.  The SSC San Diego PI Initiative tasks for a calendar year are drawn primarily from the Work Request (WR) and SEPO Document Change Request (DCR) Databases.  The WR Database contains requirements for new products to be developed or tasks to be completed and is maintained in accordance with the SEPO Work Request Procedure (Expert Mode), reference (s).  The SEPO DCR Database contains requests for updates to existing products and is maintained in accordance with reference (i).  

Once identified, estimates for the size, schedule and effort of each task, and the determination of any associated risks are made in accordance with the SEPO Work Product Estimation Process (Expert Mode), reference (t).  The tasks and estimates are documented in accordance with the Software Project Planning Process, reference (u), in reference (h) and the SSC San Diego PI Initiative WBS that appears in Appendix A of reference (h).  Any identified risks are added to the SEPO Risk Database in accordance with the Risk Management Process, reference (v). 

Additionally, plans for quality assurance of the SSC San Diego PI Initiative are documented in this QA Plan, plans for CM of the products is contained in references (h) and (i) and plans for the development and conduct of training is contained in reference (q).

QA will verify that reference (h) is created in accordance with references (t) and (u), and that references (h), (i), (q) and this QA Plan are under configuration management.  

The results of this task shall be documented using the Process Audit Form described in Section 6 and provided to the SEPO Director.  QA’s recommendation for corrective action requires the SEPO Director's disposition and will be processed in accordance with the guidance provided in Section 6.2.  Any recommended changes to the plans will require update and approval by the SEPO Director in accordance with reference (i).  

3.1.2
Task:  Evaluate Tracking and Oversight 

SSC San Diego PI Initiative tracking and oversight involves the SEPO Director to monitor the progress of tasks defined in the SSC San Diego PI Initiative WBS and re-plan schedules and effort, if needed.  Tracking is performed in accordance with the Software Project Tracking and Oversight Process, reference (w), the SEPO/SPI Agent Status Reporting Procedure (Expert Mode), reference (x) and the SSC San Diego Internal Software Capability Evaluation (SCE) Process (Expert Mode), reference (y), and re-planning in accordance with references (h), (t) and (u).  

QA shall verify that SEPO conducts the tasks stated in reference (h) and the SSC San Diego PI Initiative WBS and conducts re-planning activities as necessary.  To verify that these activities are performed as planned, QA will audit the processes that define the tasks, and will use reference (h) as the measure of whether those tasks are being completed.  The specific tasks whose processes will be audited are indicated in the QA schedule in Section 3.5.
Each week, Department SPI Agents and SEPO personnel submit an activity report in accordance with reference (x) that includes the work accomplished in the previous week and the hours spent on each task.  Additionally, on a monthly basis, SEPO personnel report the earned value for each task in accordance with Appendix B of reference (h).  This information is consolidated and used to compare actual time spent on tasks to estimates, and to prepare estimates of future work.  

QA will verify that status reporting is completed in accordance with reference (x).  QA will audit the Activity Report Submittal Database, SEPO and Department SPI Agent Consolidated WBS Spreadsheets and the SSC San Diego PI Initiative WBS to verify that status reporting is occurring.  

Periodically, SEPO performs internal assessments on the projects involved with process improvement to determine the progress made.  QA will verify that these assessments are conducted in accordance with reference (y) and will audit the findings reports resulting from the assessments.

The results of this task shall be documented using the Process Audit Form described in Section 6 and provided to the SEPO Director.  QA’s recommendation for corrective action requires the SEPO Director's disposition and will be processed in accordance with the guidance provided in Section 6.2.  

3.1.3
Task:  Evaluate Briefings 

Periodically, the SEPO Director reports the status of the SSC San Diego PI Initiative to senior management.  Data is collected from the Department SPI Agents for each of the projects involved in process improvement and is consolidated into a Microsoft PowerPoint presentation.  Additionally, current tasks being performed by SEPO personnel are included.

QA will verify that the logistical arrangements for the briefing have been made in accordance with the SEPO SPI Status Briefing Procedure, reference (z), and that the presentation has been developed in accordance with the PowerPoint Procedures for SEPO Presentations, reference (aa) and utilizes the accompanying Generic SEPO Slide Template.

Occasionally, SEPO members are asked to provide briefings to other departments within SSC San Diego, in industry or at process improvement conferences.  QA will verify that the presentations have been developed in accordance with reference (z).

The results of this task shall be documented using the Process Audit Form described in Section 6 and provided to the SEPO Director.  QA’s recommendation for corrective action requires project management’s disposition and will be processed in accordance with the guidance provided in Section 6.2.

3.1.4
Task:  Evaluate Meetings 
The SSC San Diego PI Initiative requires frequent meetings to ensure good communications among the project members.  Three types of meetings are held on a regular basis.  The SPI Agent meeting permits the sharing of information between the Department SPI Agents and SEPO personnel on the SSC San Diego PI Initiative.  The SEPO Team meeting allows SEPO personnel to discuss current tasking and conduct Configuration Control Board (CCB) meetings.  The SEPO Parallel Organization meeting is used to discuss future tasking for SEPO, risks to the SSC San Diego PI Initiative and ways to improve internal operations.  

QA will ensure that all meetings are conducted in accordance with the Keys to Successful Reviews and Meetings, reference (bb) and the format developed for each meeting, references (cc) to (ee).  QA will review minutes from each meeting prior to distribution.  QA will periodically audit the SPI Attendance Database, SEPO Risks Database and the SSC SAN DIEGO PI INITIATIVE WBS to ensure updates that resulted from the meetings have been made.

The results of this task shall be documented using the Process Audit Form described in Section 6 and provided to project management.  QA’s recommendation for corrective action requires project management’s disposition and will be processed in accordance with the guidance provided in Section 6.2.
3.1.5
Task:  Evaluate Processing of Inquiries

SEPO frequently receives requests for information from a wide variety of sources.  These include SPI projects, other SSC San Diego projects and individuals from organizations around the world.  Each request is addressed in accordance with the SEPO Process for Inquiries, reference (ff).  If no one in SEPO can respond to the request, it may be forwarded to the sw_community email alias.  When this occurs, QA will verify that the request is processed in accordance with the Software Community Process, reference (gg).

The results of this task shall be documented using the Process Audit Form described in Section 6 and provided to project management.  QA’s recommendation for corrective action requires project management’s disposition and will be processed in accordance with the guidance provided in Section 6.2.

3.2
Technical Processes

3.2.1
Task:  Evaluate Document Development/Maintenance

A large part of SEPO's tasking involves the development and maintenance of the organization's process assets including processes, procedures and templates that are tailored and used by the SPI projects.  All documents are developed and maintained in accordance with reference (k), its associated templates and reference (i).  

QA will audit the SEPO Routing Checklist that accompanies each new or updated document to verify that the defined process is being followed.

The results of this task shall be documented using the Process Audit Form described in Section 6 and provided to project management.  QA’s recommendation for corrective action requires project management’s disposition and will be processed in accordance with the guidance provided in Section 6.2.

3.2.2
Task:  Evaluate Training Materials Development/Maintenance

SEPO develops and maintains training materials for the SSC San Diego PI Initiative.  Topics covered include systems/software engineering and project management best practices, teamwork, peer reviews, process improvement, earned value, data collection, estimation, statistical process control among others.  

QA will verify that all personnel working in SEPO Training have been trained in accordance with reference (p) and have a completed SEPO Training Program Personnel Orientation Checklist from Appendix A to reference (p).  

QA will verify that the development and maintenance of courseware is done in accordance with Appendix C and D of reference (p) and that presentation materials comply with reference (aa).

QA will verify that all training materials are maintained under CM in accordance with Appendix E of reference (p) by auditing the Version Description Documents for each course.

The results of this task shall be documented using the Process Audit Form described in Section 6 and provided to project management.  QA’s recommendation for corrective action requires project management’s disposition and will be processed in accordance with guidance provided in Section 6.2.

3.2.3
Task:  Evaluate Training Delivery

SEPO provides training for the SSC San Diego PI Initiative.  Topics covered include systems/software engineering and project management best practices, teamwork, peer reviews, process improvement, earned value, data collection, estimation, statistical process control among others.  

QA will verify that those personnel instructing courses for SEPO have been trained by auditing the Instructor Training Matrix in the SEPO Training Database. 

QA will verify that SEPO-provided training is conducted according to reference (p) by auditing the Project Management Core Course, Process Improvement for Everyone Workshop, Peer Review Workshop, and Guidelines for Successful Teams Workshop checklists and student evaluation forms.

QA will verify that SEPO-provided training is completed as scheduled in reference (q) by auditing the SEPO Training Database to ensure that students from recent courses have been added.

QA will verify that SPI Agents and SEPO personnel have completed SEPO-provided training by auditing the SEPO Training Database.  Additionally, QA will verify that personnel assigned to SEPO are familiar with the New SEPO People Information, reference (hh)

The results of this task shall be documented using the Process Audit Form described in Section 6 and provided to project management.  QA’s recommendation for corrective action requires project management’s disposition and will be processed in accordance with the guidance provided in Section 6.2.

3.2.4
Task:  Evaluate Product Development

QA task will verify that all SEPO products other than documents and training materials are developed in accordance with the SSC San Diego Project Management Guide, reference (ii) and one of the approved life cycle strategies in reference (o). 

The results of this task shall be documented using the Process Audit Form described in Section 6 and provided to project management.  QA’s recommendation for corrective action requires project management’s disposition and will be processed in accordance with the guidance provided in Section 6.2.

3.2.5
Task:  Review Products

Reference (h) identifies the organization-level documents and other products to be developed or updated by SEPO during the current year.  Additional items include those resulting from ongoing SEPO activities such as meeting minutes, databases, training materials, and the SSC San Diego PAL.  Section 4 describes the review process to be followed.

3.2.6
Task:  Evaluate Peer Reviews

The Peer Review Process, reference (jj), is used to ensure that a quality review is performed on all SEPO products, which may include representations of information other than traditional hard-copy documents.

QA shall verify that products that are ready for review are reviewed, results are recorded in the Peer Review and Formal Inspection Databases, and issues or problems reported are resolved in accordance with the references (i) and (jj).

The results of this task shall be documented using the Process Audit Form described in Section 6 and provided to project management.  QA’s recommendation for corrective action requires project management’s disposition and will be processed in accordance with the guidance provided in Section 6.2.

3.2.7
Task:  Evaluate SSC San Diego PAL Maintenance

SEPO maintains a website known as the SSC San Diego PAL that is the repository for the current baseline version of all products, except training materials, developed and maintained by SEPO as well as numerous materials and links to other information related to the SSC San Diego PI Initiative.  Updates to the PAL are required periodically as new or updated products are completed, links change or other changes are desired.  

QA will verify that all changes are made in accordance with reference (r).

The results of this task shall be documented using the Process Audit Form described in Section 6 and provided to project management.  QA’s recommendation for corrective action requires project management’s disposition and will be processed in accordance with the guidance provided in Section 6.2.

3.2.8
Task:  Evaluate Technology Transfer

SEPO periodically sponsors SPI Working Group meetings to provide another venue for the sharing of SPI knowledge across SSC San Diego.  Guest speakers or SSC employees are invited to present information of interest to the systems/software engineering management, project management and process improvement community.  

QA will verify that SPIWG meetings are conducted in accordance with the Internal Software Process Improvement Working Group Process, reference (kk).

The results of this task shall be documented using the Process Audit Form described in Section 6 and provided to project management.  QA’s recommendation for corrective action requires project management’s disposition and will be processed in accordance with the guidance provided in Section 6.2.

3.2.9
Task:  Evaluate Bringing Training to SSC San Diego

When a particular type of training is needed for the SSC San Diego PI Initiative that is not provided by SEPO or SSC San Diego, SEPO may facilitate bringing that training to SSC San Diego by an outside vendor. 

QA will ensure that the Bringing Training to SSC San Diego Process, reference (ll) is followed when outside training is needed.

The results of this task shall be documented using the Process Audit Form described in Section 6 and provided to project management.  QA’s recommendation for corrective action requires project management’s disposition and will be processed in accordance with the guidance provided in Section 6.2.
3.3
Supporting Processes

3.3.1
Task:  Evaluate Configuration Management

Configuration Management is the discipline that applies technical and administrative direction and surveillance to (1) uniquely identify each SEPO work product, (2) control the changes to the work products, (3) record and report information needed to manage the work products effectively, including the status of proposed changes and the implementation status of approved changes, and (4) audit the work products to verify conformance to specifications and other contract requirements.  

QA activities are listed below:

a. Verify that configuration identification of SEPO work products has established standards for titling, naming, and describing change status by auditing the SEPO CM Control Number Database and the SEPO Product Status Report.

b. Verify configuration control of changes to baseline products other than training materials is being managed in accordance with CM requirements as stated in reference (i) by auditing the CCB agendas, CCB minutes, the DCR Database and the SEPO Routing Checklist that accompanies each DCR.  

c. Verify configuration status accounting reports are prepared at established times, are prepared in accordance with established procedures, and report the status of items that are significant with respect to the management of the SSC San Diego PI Initiative by auditing the SEPO Product Status Report and the SSC San Diego PI Initiative WBS.

d. Verify that SSC San Diego PI Initiative personnel use only approved, up-to-date documentation and that the work products distribution results in receipt of correct documentation by auditing the SSC San Diego PAL to ensure that only the current versions of the work products appear there and that the configuration numbers match those in the SEPO Product Status Report.

e. Verify that the SSC San Diego PAL is the single place of storage for the current baseline version of all SEPO work products other than training materials.  Verify that the identification of all the work products includes the product name and a unique version identifier.  The evaluation shall also determine that control of access to the work products is being properly exercised and that unauthorized changes to master files cannot occur.

The results of this task shall be documented using the Process Audit Form described in Section 6 and provided to project management.  QA’s recommendation for corrective action requires project management’s disposition and will be processed in accordance with the guidance provided in Section 6.2.

3.3.2
Task:  Verify Quality Assurance

The SEPO Director requests periodic independent assessments of QA.  The auditor will review QA audits conducted on the project, including documented findings and corrective actions, and will consult with project personnel to ensure that QA activities have been accomplished, and that corrective actions have been implemented or resolved.  The auditor will report findings of the independent assessment to the SEPO Director and, where appropriate, to the Code 212 Division Head or Code 210 Department Head.

Independent assessments may be requested of higher-level QA personnel (where available, Department-level QA personnel) or from an outside agency in accordance with the SEPO Internal QA Process, reference (mm).

3.3.3
Task:  Evaluate Problem Resolution

Problem resolution within SEPO as described in reference (i) includes the steps for (1) problem identification and correction occurring during document, training materials or other product development to verify early detection of actual or potential problems, (2) reporting of the problem to the proper authority, (3) analysis of the problem to propose corrective measures, (4) timely and complete corrective action, and (5) the recording and follow-up of each problem's status.  Problems in this context include errors in SEPO work products and noncompliance with standards and procedures. 

QA will periodically review the results of corrective actions against reference (i) to assess the effectiveness of SEPO problem resolution.

QA will perform periodic analysis of all reported problems to identify trends that may disclose generic problem areas.  These analyses shall include the study of the causes, magnitude of impact, frequency of occurrence, and preventive measures.

The results of this task shall be documented using the Process Audit Form described in Section 6 and provided to project management.  QA’s recommendation for corrective action requires project management’s disposition and will be processed in accordance with the guidance provided in Section 6.2.

3.3.4
Task:  Evaluate Customer Feedback

Periodically, the SEPO Director requests feedback from SEPO customers to determine how they perceive the service they have received.  

QA will verify that customers are periodically surveyed and that any problem areas are resolved in accordance with the Customer Survey Process, reference (nn).

The results of this task shall be documented using the Process Audit Form described in Section 6 and provided to project management.  QA’s recommendation for corrective action requires project management’s disposition and will be processed in accordance with the guidance provided in Section 6.2.

3.3.5
Task:  Evaluate SEPO Backup and Recovery

Each member of SEPO is required to save copies of their work on an SSC San Diego server that is outside the SEPO building so that recent data may be recovered in the event of a computer malfunction or other disaster.  

QA will verify that data is backed up in accordance with the SEPO Backup and Recovery Procedure (Expert Mode), reference (oo).

The results of this task shall be documented using the Process Audit Form described in Section 6 and provided to project management.  QA’s recommendation for corrective action requires project management’s disposition and will be processed in accordance with the guidance provided in Section 6.2.

3.4
Responsibilities

The ultimate responsibility for the quality of SSC San Diego PI Initiative products produced by SEPO rests with SEPO Director.  The QA Manager is responsible to the SEPO Director and shall implement the QA procedures defined in this plan.

QA derives its authority from the SEPO Director through the Code 210 Department Head.  QA shall monitor project staff activities and review products for compliance to applicable standards, procedures, and reference (h).  The results of QA monitoring and analysis along with QA’s recommendations for corrective action shall be reported to the SEPO Director, and, as required, to the Code 212 Division Head or Code 210 Department Head.  All products approved by the SEPO Director for release to SSC San Diego shall have been reviewed and approved by QA.  

3.5
Schedule

QA schedules are closely coordinated with the SSC San Diego Initiative WBS in reference (h).  The current schedule for QA appears in Appendix B.

Section 4.  DOCUMENTATION

The documentation that supports the SSC San Diego PI Initiative shall be created and updated periodically throughout the project.

The SSC San Diego PI Initiative products to be developed or updated in this calendar year appear in Appendix C of reference (h).  The table includes the associated standard or guidelines used to develop and maintain them.  

For products to be developed and not yet listed in reference (h), QA will assist in identifying the specifications, standards, and Data Item Descriptions (DIDs) to be followed in the preparation of the required documentation.

All documents will undergo a Peer Review (Walkthrough, Technical Review or Formal Inspection) in accordance with reference (jj).  The following provides an overview of the Peer Review Process:

a. Walkthrough - The primary author presents the item being reviewed in an informal setting with his or her peers.  Defects are recorded and the author is obligated to address or fix them.

b. Technical Review - The author or another designated review leader presents the product at a review meeting with peers.  Defects are recorded and the author is obligated to address or fix them.

c. Formal Inspections - The item being reviewed is formally presented and discussed in a group meeting conducted by a facilitator rather than the item’s primary author.  Errors discovered are rigorously recorded, categorized, and analyzed for trends.  This peer review is performed in accordance with the Formal Inspection Procedure in reference (jj).  

The following criteria apply to any of the peer reviews:

a. Item completeness - Determine whether the product fully met its intended objectives.

b. Problem Identification - Identify problems as early as possible to correct them before they are compounded in subsequent project phases.

c. Compliance with standards - Verify the item complies with established or required standards, or that waivers are sought where it does not meet them.

A peer review requires the peer review attendees to make one of the decisions listed below by:  

a. Accept the product without further modification

b. Reject the product due to severe errors (once corrected, another review must be performed)

c. Accept the product provisionally (minor errors have been encountered and must be corrected, but no additional review will be required).  

Upon completion of a peer review, the review leader records and reports peer review metrics on the Peer Review Announcement and Report (Form 1) which includes the item reviewed, the number of defects detected, the number of defects that have been addressed and the number of open issues remaining.  The completed Form 1 is submitted to the SEPO Configuration Manager for entry into the Peer Review Database.

Upon completion of a peer review, the product will be submitted to the SEPO Configuration Manager and processed in accordance with reference (i).

Section 5.  STANDARDS, PRACTICES, CONVENTIONS AND MeasurementS

To ensure the delivery of high-quality products, every individual assigned to the SSC San Diego PI Initiative will participate in quality assurance.  Reference (o) is the standard used by the SSC San Diego PI Initiative.  Reference (h) defines the procedures by which the SEPO staff shall verify the quality of the work products during their development or update.  

Appendix C of reference (h) identifies the associated DID or guideline for each work product to be developed and maintained.  Any tailoring of the DID is described in reference (h).  Process documentation will be developed and maintained in accordance with references (i) and (k).  The standards for training materials appear in Appendix D of reference (p).  Compliance with these standards will be ensured by QA's execution of the tasks in Section 3 and the conduct of peer reviews as described in Section 4.  

Measurements will be made as described in Section 3.1.2 to determine the effort expended in completing these tasks.  Additional quality measurements will include those listed below:

a. The number of peer reviews completed compared to those planned

b. The number of defects discovered and resolved during peer reviews

c. The number of QA tasks completed compared to those planned.

QA is responsible for reporting these measurements to the SEPO Director.  

Section 6.  PROBLEM REPORTING AND CORRECTIVE ACTION

6.1
Product and Documentation Changes

Problems found in or suggested improvements to SSC San Diego PI Initiative documentation that is under configuration management must be recorded by means of a DCR regardless of how or by whom the problem or suggestion was discovered.  DCRs generated by QA shall be prepared and processed in accordance with reference (i).  QA shall analyze DCRs for problem trends in an effort to prevent recurring discrepancies.  QA shall report the results of DCR trend analyses along with suggestions for problem resolution and prevention.  The format of the DCR is found in reference (i).

6.2
Process Audit Report

QA reports the results of process audits and provides recommendations, if necessary, using the Process Audit Report shown in Figure 6-1.  This form is used to record that the process is (1) being followed correctly and working effectively, (2) being followed but is not working effectively, or (3) not being followed.  

6.2.1
Submittal and Disposition of Process Audit Report

The Process Audit Report is directed to the groups listed below: 

a. SEPO Director - The SEPO Director utilizes the report in the ways listed below:

1. To provide insight into whether there is compliance with the audited process and its effectiveness in meeting project goals.  Where necessary and appropriate, the SEPO Director may initiate enforcement activities or initiate change to the established processes using the approved procedures.  

2. To indicate agreement, disagreement, or deferral of recommendations cited in the Process Audit Report.  Should the SEPO Director indicate disagreement with the recommendations recorded on the Process Audit Report, the final disposition of report recommendations is made by the appropriate Project Sponsor as described in Section 6.1.2.

b. Senior Management - The results of process audits are used in conjunction with other project status information to guide senior management attention to identify and mitigate project risks at the organizational level.

6.2.2
Escalation Procedure for Resolution of Non-Concurrence on Process Audit Report

In the event that affected project personnel dispute the findings and recommendations of a Process Audit Report, QA will first communicate with the SEPO Director to resolve the dispute.  If the SEPO Director also disputes the findings and/or recommendations, the Code 212 Division Head (or at least one management level higher than that affected by the Process Audit Report recommended actions) directs final disposition of Process Audit Report recommendations.  The affected project implements, defers, or cancels the implementation of corrective actions recommended on the Process Audit Report as directed by the upper level manager.  This direction is recorded and dated by the upper level manager to be added to the QA evaluation records of the project.  QA retains the original record of findings and subsequent resolution data in its audit files.

PROCESS AUDIT REPORT







TRACKING IDENTIFIER:____________

LEAD AUDITOR:______________________________________ DATE OF REPORT:_____________

AUDIT TEAM:_______________________________________________________________________

____________________________________________________________________________________

PROJECT NAME:____________________________________________________________________

DATE OF AUDIT:________________________

PROCESS/PROCEDURE AUDITED:_____________________________________________________

AUDIT CHECKLIST USED: (Attach)_____________________________________________________

AUDIT FINDINGS: (Check one.)

_____ 
Process/Procedure Acceptable

_____ 
Process/Procedure Conditionally Acceptable



(Subject to satisfactory completion of action items listed below)



Conditions noted:

_____
Process/Procedure Unacceptable



(Subject to satisfactory completion of action items listed below)



Conditions noted:

____________________________________________________________________________________________ACTION ITEM (AI):

AI  #  TITLE
ASSIGNED TO:
DUE DATE:
COMP DATE:___

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

CORRECTIVE ACTION:


____________________________________________________________________________________

DISPOSITION:
APPROVE
CANCEL
DEFER

Project Manager:






DATE:

____________________________________________________________________________________

AI CLOSURE:

QA Sign-off:






DATE:

(FILE COMPLETED FORM IN QA EVALUATION RECORD.)
Figure 6-1.  Process Audit Report  

Section 7.  RECORDS COLLECTION, MAINTENANCE AND RETENTION

QA activities are documented by records and reports that provide a history of product quality throughout the project life.  Measurement data collected will be reviewed for trends and process improvement.  All QA records will be collected and maintained on the PAL and for the duration of the SSC San Diego PI Initiative.
Section 8.  TRAINING

Table 8-1 provides a matrix that identifies the required skills to perform QA tasks to implement this QA Plan.  The training schedule will be compatible with the project schedule.  

Table 8-1.  QA Training Matrix

	TASK
	SKILL REQUIREMENTS
	TYPE
	SOURCE

	Documentation Reviews
	Development and documentation standards and guidelines, Peer Reviews
	Classroom/ self-study
	SEPO, Peer Review Process and Workshop

	Process Audits
	Life Cycle Processes, Audit techniques
	Classroom/ self-study
	MIL-STD-498, IEEE/EIA 12207

	QA Management
	Project management knowledge
	Classroom/ self-study
	SEPO, Project Management (PM) Core Course

	Metrics
	Data Collection and Analysis
	Classroom/ self-study
	SEPO, PM Core Course

	Problem reporting and correction action
	Configuration management knowledge
	Classroom/ self-study
	SEPO, CM Practitioner's Training

	PI
	PI knowledge
	Classroom/ self-study
	SEPO, Process Improvement for Everyone Workshop

	Risk Management and Analysis
	Risk Management Process
	Classroom/ self-study
	SEPO, PM Core Course


Section 9.  RISK MANAGEMENT

The SSC San Diego PI Initiative has developed a risk management plan as identified in reference (h).  QA will review and evaluate the technical risk analysis and any risk reduction plan.  QA reporting will confirm that the identified risks are managed in accordance with references (v) and (ee), and that associated action items are reported, managed and followed through to closure.
APPENDIX A.  LIST OF ACRONYMS

AI
Action Item

CCB
Configuration Control Board

CM
Configuration Management

CMMI
Capability Maturity Model Integration

CMU
Carnegie Mellon University

DCR
Document Change Request

EIA
Electronic Industries Association

IEEE
Institute of Electrical and Electronics Engineers

PAL
Process Asset Library

PI
Process Improvement

PM
Project Management

PMBOK
Project Management Body Of Knowledge

PMP
Project Management Plan

POC
Point Of Contact

QA
Quality Assurance

SCE
Software Capability Evaluation

SEI
Software Engineering Institute

SEPO
Systems Engineering Process Office

SPAWAR
Space and Naval Warfare

SPI
Systems/Software Process Improvement

SQA
Software Quality Assurance

SSC
SPAWAR Systems Center

Std
Standard

WBS
Work Breakdown Structure

WR
Work Request

Appendix B.  SSC San Diego PI Initiative QA Schedule

Table B-1.  SSC San Diego PI Initiative QA Schedule

	SSC SAN DIEGO PI INITIATIVE WBS Task Name
	End Date
	Task Frequency
	QA Frequency
	QA Task 

(Ref Sec 3)
	1st Q 2004
	2nd Q 2004
	3rd Q 2004
	4th Q 2004

	2.0  APPRAISALS
	
	
	
	
	
	
	
	

	2.1 Project Appraisals
	12/31/04
	2
	2
	3.1.2
	
	
	1
	1

	3.0  DOCUMENTATION DEVELOPMENT/MAINTENANCE
	
	
	
	
	
	
	
	

	3.1 Document Development
	
	
	
	
	
	
	
	

	3.1.1  Risk Assessment Checklist
	8/30/04
	1
	1
	3.2.1, 3.2.5, 3.3.1
	
	
	1
	

	3.1.2  SEPO QA Plan
	5/17/04
	1
	1
	3.2.1, 3.2.5, 3.3.1
	
	1
	
	

	3.1.3  Project Build Plan
	2/10/04
	1
	1
	3.2.1, 3.2.5, 3.3.1
	1
	
	
	

	3.1.4  CMMI Mapping to PMBOK/PM Guide
	5/14/04
	1
	1
	3.2.1, 3.2.5, 3.3.1
	
	1
	
	

	3.1.5  PM Work Process Overview
	10/04/04
	1
	1
	3.2.1, 3.2.5, 3.3.1
	1
	
	
	

	3.1.6  Project Mgmt Guide
	5/31/04
	1
	1
	3.2.1, 3.2.5, 3.3.1
	
	1
	
	

	3.1.7  Project Mgr Job Description/Qualification
	9/24/04
	1
	1
	3.2.1, 3.2.5, 3.3.1
	
	1
	
	

	3.1.8  Proposal Preparation Guide
	12/07/04
	1
	1
	3.2.1, 3.2.5, 3.3.1
	
	
	
	1

	3.1.9  Project Mgmt Policy for SSC San Diego
	9/30/04
	1
	1
	3.2.1, 3.2.5, 3.3.1
	
	
	
	1

	3.1.10  SYS/SW Engineering Mgmt (SEM) Policy
	9/30/04
	1
	1
	3.2.1, 3.2.5, 3.3.1
	
	1
	
	

	3.1.11  Process Analysis Guide
	11/19/04
	1
	1
	3.2.1, 3.2.5, 3.3.1
	1
	
	
	

	3.1.12  PM Guide Activity Descriptions
	Canc.
	1
	1
	3.2.1, 3.2.5, 3.3.1
	
	
	
	

	3.1.13  Process Development Procedure
	7/02/04
	1
	1
	3.2.1, 3.2.5, 3.3.1
	
	
	1
	

	3.1.14  RM Guide Appendix (RM Definition)
	6/25/04
	1
	1
	3.2.1, 3.2.5, 3.3.1
	
	1
	
	

	3.1.15  Proj Monitoring w/M&A Process
	9/24/04
	1
	1
	3.2.1, 3.2.5, 3.3.1
	
	
	1
	

	3.1.16  Proj Monitoring w/M&A Process (Expert)
	9/24/04
	1
	1
	3.2.1, 3.2.5, 3.3.1
	
	
	1
	

	3.1.17  PM Guide (Expert)
	12/31/04
	1
	1
	3.2.1, 3.2.5, 3.3.1
	
	
	
	1

	3.1.18  MS Proj Template for PMG
	12/31/04
	1
	1
	3.2.1, 3.2.5, 3.3.1
	
	
	
	1

	3.1.19  Decision Analysis & Resolution (Expert)
	6/25/04
	1
	1
	3.2.1, 3.2.5, 3.3.1
	
	1
	
	

	3.1.20  Standard Process Assets 
	11/24/04
	1
	1
	3.2.1, 3.2.5, 3.3.1
	
	
	
	1

	3.1.21  CMMI PI03 Matrices
	3/01/04
	1
	1
	3.2.1, 3.2.5, 3.3.1
	
	1
	
	

	3.1.22  PPQA Process/Template
	6/30/04
	1
	1
	3.2.1, 3.2.5, 3.3.1
	
	1
	
	

	3.1.23  SSC San Diego PAL Req'ts
	12/31/04
	1
	1
	3.2.1, 3.2.5, 3.3.1
	
	
	
	1

	3.1.24  New Expert Modes
	12/31/04
	4
	4
	3.2.1, 3.2.5, 3.3.1
	
	2
	1
	1

	3.2 Document Maintenance
	
	
	
	
	
	
	
	

	3.2.1  CM Process
	7/30/04
	1
	1
	3.2.1, 3.2.5, 3.3.1
	
	1
	
	

	3.2.2  CM Plan Template
	7/30/04
	1
	1
	3.2.1, 3.2.5, 3.3.1
	
	
	1
	

	3.2.3  SEM Training Plan
	2/05/04
	1
	1
	3.2.1, 3.2.5, 3.3.1
	1
	
	
	

	3.2.4  Baseline Data Analysis Rpt
	6/25/04
	1
	1
	3.2.1, 3.2.5, 3.3.1
	
	1
	
	

	3.2.5  SPrTO Procedure
	2/27/04
	1
	1
	3.2.1, 3.2.5, 3.3.1
	1
	
	
	

	3.2.6  CMMI Transition Strategy
	2/27/04
	1
	1
	3.2.1, 3.2.5, 3.3.1
	1
	
	
	

	3.2.7  CAPM Process
	9/30/04
	1
	1
	3.2.1, 3.2.5, 3.3.1
	
	1
	
	

	3.2.8  SEPO PMP
	5/17/04
	1
	1
	3.2.1, 3.2.5, 3.3.1
	
	1
	
	

	3.2.9  Project Mgmt Plan (PMP) Template
	9/01/04
	1
	1
	3.2.1, 3.2.5, 3.3.1
	
	
	1
	

	3.2.10  PE&Q Process
	2/10/04
	1
	1
	3.2.1, 3.2.5, 3.3.1
	1
	
	
	

	3.2.11  Misc. Doc/Process/Template Updates
	12/31/04
	numerous
	12
	3.2.1, 3.2.5, 3.3.1
	3
	3
	3
	3

	4.0  Training
	
	
	
	
	
	
	
	

	4.1 PMC Course Training Registration/Administration/Logistics
	12/31/04
	3
	3
	3.2.3
	
	1
	1
	1

	4.2 PIE Training Registration/Administration/Logistics
	12/31/04
	2
	2
	3.2.3
	
	1
	
	1

	4.3 Team Training Registration/Administration/Logistics
	12/31/04
	3
	3
	3.2.2, 3.2.3
	
	1
	1
	1

	4.4 Peer Review Training Registration/Administration/Logistics
	12/31/04
	3
	3
	3.2.3
	
	1
	1
	1

	4.5 Just in Time Training
	12/31/04
	As requested
	1 per req.
	3.2.2, 3.2.3
	
	
	
	

	4.6 SW/SYS Eng Mini-courses (Practitioner)
	12/31/04
	
	
	3.2.2
	
	
	
	

	4.7 CMMI Orientation
	4/30/04
	1
	1
	3.2.2, 3.2.3
	1
	
	
	

	4.8 SCAMPI Orientation
	2/13/04
	1
	1
	3.2.2, 3.2.3
	1
	
	
	

	4.9 SEM Update thru March 2004
	3/31/04
	1
	1
	3.2.2
	1
	
	
	

	4.10 PMC Course Update thru July 2004
	7/31/04
	1
	1
	3.2.2
	
	1
	
	

	4.10a PMC Course Update thru September 2004
	9/30/04
	1
	1
	3.2.2
	
	
	1
	

	4.11 SPI Agent Training (CMMI PA Briefings)
	12/31/04
	25
	4
	3.2.2, 3.2.3
	2
	2
	
	

	4.12 Project Management Training Curriculum
	11/07/04
	1
	1
	3.2.2, 3.2.5
	
	
	
	1

	4.13 Proposal Prep Guide Workshop
	12/31/04
	2
	2
	3.2.2, 3.2.3
	
	
	1
	1

	4.14 General Training & Logistics 
	12/31/04
	As requested
	
	3.2.9
	
	
	
	

	4.15 PMCC Executive Overview Training
	12/31/04
	2
	2
	3.2.2, 3.2.3
	
	
	1
	1

	4.16 Financial Management Workshop
	12/31/04
	3
	3
	3.2.2, 3.2.3
	
	1
	1
	1

	4.17 Contracting Workshop
	12/31/04
	3
	3
	3.2.2, 3.2.3
	
	1
	1
	1

	4.18 Doing Business at SSC San Diego Workshop
	12/31/04
	2
	2
	3.2.2, 3.2.3
	
	
	1
	1

	5.0  INFRASTRUCTURE
	
	
	
	
	
	
	
	

	5.1 PAL Maintenance
	12/31/04
	Weekly
	2
	3.2.7
	
	1
	
	1

	5.2 Org Measurement Repository (OMR) (OSPD Automation)
	8/11/04
	1
	1
	3.2.4, 3.2.5, 3.3.1
	
	
	1
	

	5.3 Data Maintenance & Analysis (FI, DCR, PDF, SEPO/SPI WBS, Wrk Reqs, etc.)
	12/31/04
	Weekly
	2
	3.1.1, 3.1.2, 3.2.3, 3.2.6, 3.3.1
	
	1
	
	1

	5.4 Proposal Preparation Web Site Development (LOE)
	12/31/04
	1
	1
	3.2.4, 3.2.5
	
	
	1
	

	6.0  SEPO LOE Tasking
	
	
	
	
	
	
	
	

	6.1 Meetings
	
	
	
	
	
	
	
	

	6.1.1 SEPO Staff/CCB Meeting (Prep, Attend, Minutes)
	12/31/04
	Weekly
	52
	3.1.4
	13
	13
	13
	13

	6.1.2 SEPO Parallel Organization Meeting (Prep, Attend, Minutes)
	12/31/04
	Monthly
	12
	3.1.4
	3
	3
	3
	3

	6.1.3 SPIWG Meeting (Prep, Attend)
	12/31/04
	Sporadically
	Per occur.
	3.2.8
	
	
	
	

	6.1.4 SPI Agent Meeting (Prep, Attend, Minutes)
	12/31/04
	Bi-weekly
	26
	3.1.4
	7
	6
	7
	6

	6.3 SEPO Planning Activities
	
	
	
	
	
	
	
	

	6.3.1 SEPO WBS Development
	1/31/04
	1
	1
	3.1.1, 3.2.5, 3.3.1
	1
	
	
	

	6.3.2 SEPO WBS Replanning (Mid-yr)
	7/30/04
	1
	1
	3.1.1, 3.2.5, 3.3.1
	
	
	1
	

	6.4 Tracking
	
	
	
	
	
	
	
	

	6.4.1 Track SEPO/SPI Agent WBS
	12/31/04
	Weekly
	4
	3.1.2
	1
	1
	1
	1

	6.4.2 Evaluate SPI Performance
	12/31/04
	Semi-annually
	2
	3.3.4
	
	1
	
	1

	6.4.3 Status Rpts (Qtrly to Dept Heads/Wkly&Mnthly Act Rpts)
	12/31/04
	Weekly
	2
	3.1.2
	1
	
	1
	

	6.4.4 Briefs to Senior Mgmt
	12/31/04
	Quarterly
	1
	3.1.3
	
	
	
	1

	6.5 SEPO Management
	
	
	
	
	
	
	
	

	6.5.1 Staffing
	12/31/04
	Daily
	1
	3.2.3
	
	
	1
	

	6.5.2 SEPO Weekly One-on-one
	12/31/04
	Weekly
	1
	3.1.4
	
	
	
	1

	6.5.3 SPI Agent One-on-one
	12/31/04
	Bi-weekly
	1
	3.1.4
	
	
	1
	

	6.6 SEPO QA-Audits
	
	
	
	
	
	
	
	

	6.6.2 STSC Independent Audit of SEPO
	8/04/04
	1
	1
	3.3.2
	
	1
	
	

	6.8 External Briefings/Presentations
	
	
	
	
	
	
	
	

	6.8.1 Preparation
	12/31/04
	Sporadically
	1
	3.1.3, 3.2.5
	
	
	
	1

	6.9 Administration/Miscl.
	
	
	
	
	
	
	
	

	6.9.1 Admin.
	12/31/04
	Daily
	2
	3.3.5
	
	
	1
	1

	6.9.2 Inquiries to SEPO
	12/31/04
	Weekly
	2
	3.1.5
	
	
	1
	1
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