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CONFIGURATION MANAGEMENT PROCESS AREA (PA 16)


1.0 PROCESS OVERVIEW

The NAS System Engineering & Analysis Division (ACT-500) is committed to following the process improvement guidelines as set forth in the Federal Aviation Administration Integrated Capability Maturity Model (FAA-iCMM®).  In support of that commitment the ACT-550 Information Technology Branch has captured, reviewed and detailed ACT-500 Configuration Management Process (PA 16).  The results of that effort are contained in this document.  The ACT-500 Division Manager, ACT-550 Branch Manager, Team Leads and practitioners have reviewed and approved the process.

Future revisions to this Configuration Management (CM) Process will be reviewed by the ACT-500 Branch Managers, Supervisors, Team Leads and practitioners and approved by the ACT-500 Division Manager.  Following that approval process the revised CM Process will be forwarded to the Divisional Process Asset Library (PAL) Representative to review for iCMM compliance and quality.  The PAL Representative will then forward the document to the Division Representative for input into the WJHTC PAL.

1.1 Purpose

According to iCMM, "The purpose of the Configuration Management process area is to establish and maintain data on, and status of, identified configuration units/items, analyze and control changes to the system and its configuration units, and establish and maintain the integrity of the work products of the project throughout the project's life cycle.  This process is applicable to all work products that are placed under configuration management." 

ACT-550 identified items under CM as all hardware and software, product documentation and licenses, tools and maintenance items, hard and soft copy work products, products delivered to customers and any tools and/or documents required to create work products. 

Projects, as they are referred to in the CM Process, are understood to include ongoing operational support and maintenance as well as work assignments that have specific timelines and deliverables and dedicated resources. 

1.2 Scope

The Base Practices (BP) associated with CM include the following:  

16.01 - Establish Configuration Management Methodology

16.02 - Identify Configuration Units/Items

16.03 - Establish and Maintain a Repository for Work Product Baselines

16.04 - Control and Track Changes

16.05 - Communicate Configuration Status

16.06 - Conduct Configuration Audits

ACT-550 addressed the CM Base Practices and applied each to the CM process in accordance with the FAA standards and guidelines.  

1.3 Deviations

Under routine daily circumstances, deviations from this process are allowed only with the prior approval of the ACT-500 Branch Manager, Supervisors and/or Team Leads.  

An operational emergency may require immediate action that falls outside the strict flow of Configuration Management.  In that event the Team Member is required to communicate the problem to all appropriate staff, including but not limited to beeper and phone messages to Team Leads and other Team Members, and to respond in an appropriate and professional manner to the technical demands of the emergency.  Retroactively, and within 1 working day, the Team Member shall provide a written description of the problem and her/his response and address any CM issues that require closure. 

An emergency is defined as an event that severely impacts customer's ability to perform her/his job requirements.

1.4 Waivers

Waivers are granted only by the ACT-500 Division Manager or delegate.

1.5 Value Added

The CM Process adds value to ACT-500 by establishing a consistent and repeatable process.  All CM units and products will be accessed, tracked, changed, inventoried and managed through the documented CM Process.  This contributes to the overall efficiency and confidence with which any and all work endeavors are approached.

2.0
PROCESS MANAGEMENT

2.1 Process Owner and Maturity

The NAS System Engineering & Analysis Division ACT-500 is the owner of this CM Process document.  As the process matures the document will be revised to be in accordance with iCMM® principles, reviewed, and submitted for approval to the ACT-500 Division Manager. 

The process and practices contained herein were written to iCMM® Level 2 specifications.

2.2 iCMM Level 2 Generic Practices

Each level of maturity in the iCMM® model lists generic practices that apply to all processes performed at that level.  Generic practices provide a guide to institutionalization of a process and a measure for formal process appraisal. 

2.2.1
Establish Policy - Establish policies that govern the management of CM units/items.

2.2.2
Allocate adequate resources - Allocate resources including, but not limited to, personnel, training and funding.

2.2.3 Assign responsibilities - Designate authority for managing the process, developing the work products and/or providing the services of the process.   

Table 2.2.3 Assign Responsibilities
Org/Person
Responsibilities

ACT-500 Division and Branch Managers


· Sets policy for CM Process and provides resources 

ACT-500 Branch Managers, Supervisors and Team Leads


· Ensures adherence to CM Process, recommends policy to management and advises on process improvement

ACT-550 Team Member


· Ensures that CM process is applied to all projects in his/her domain, recommends process/procedure changes

Project Team


· Applies CM process to elements of a project or to routine operations

Property Custodian Manager


· Provides support to CM Process

Space Management (ACT-600)


· Provides support to CM Process 

Repository Manager


· Applies CM Process to one or more repositories

2.2.4
Ensure training - Ensure that required training be obtained to provide the expertise to inventory, track, and manage CM units.

2.2.5
Document the process - Prepare hard/soft documentation of process.

2.2.6
Plan the process - Plan activities.

2.2.7
Use a repeatable process - Plan the process to be repeatable.

2.2.8
Manage configurations - Identify work products of the process under version control, inventory control, or configuration management.

2.2.9
Assess process compliance - Monitor adherence of the implemented process to the repeatable process.

2.2.10
Verify work products - Verify adherence of work products to the requirements.

2.2.11 Measure process - Measure the status of the implemented process against the plan.

2.2.12
Review status - Review the status of the process with management.

2.2.13
Take corrective action - Corrective actions are taken to ensure ongoing process improvement.

2.2.14
Coordinate within the project - Coordinate and communicate among those performing the process within the project.

3.0 PROCESS DESCRIPTION

This section outlines the CM Process in terms of entry criteria, inputs, tasks, outputs, verification and metrics, and exit criteria.  Terms are defined as follows:

• Entry criteria: The point at which ACT-500 staff knows to begin the process

• Inputs:  Any resources or items needed to actually perform the process

• Tasks:  The set of activities performed

• Outputs:  The work products or items that are produced as a result of performing the tasks

• Verification and Metrics: The results of applying metrics to the outputs and the process

• Exit criteria: The point at which ACT-500 knows that the process has been completed 

3.1 Entry criteria

The CM Process commences when the Branch Manager, Supervisor or Team Lead determines that the need exists for items or artifacts to be controlled, tracked and managed.  The entry criteria for a sub-process in the CM Process may be a schedule with minimum frequency requirements, or an evident need for the sub-process to begin.

3.2  Inputs

Inputs to the process include all of the CM units, a vehicle for releasing/recovering a CM unit (which may include shared directory, cc:Mail, clipboard, verbal request, or a check in/check out form), charge back forms, and policy statements.  Policies will specify how and to whom CM items will be released, how the inventories will be managed and requirements for reports and Quality Assurance (QA) activities.

Table 3.2 Examples of Units/Items under CM
Category
Examples

Network Infrastructure


· cables, routers, switches, hubs, configuration parameters

Computers


· workstations, servers, special purpose, configuration parameters

Requests for Customer Support


· Support Magic database, project charters

Software


· Operating systems (network , desktop, special purpose), applications (COTS and proprietary), databases, tools, and version control

Documentation


· policies and procedures, product manuals and references,  technical notes, licenses (may be hard or soft copy)

Instruments


· phones and communications devices

Miscellaneous H/W 


· tools, parts, peripherals

3.3 Tasks

The activities performed in the CM process support the organization, inventory, change management and verification of the CM process.

3.3.1 This chart correlates to the sub-processes in Process Flow Diagram 4.0.

      Table 3.3.1 Task Descriptions/Roles and Governing Documents
Activity #
Who
Activity
Governing Documents

procedures/processes standards/templates checklists/guidelines

A.
Management / Core Team / Team Lead / Project Lead
· Establish Repository Area
Repository Charter, Requirements, ACT-500 CM policy

C.
ACT-500 Staff


· Check Out
CM Policy, Charge back policy and procedure, Check Out Procedure



D.
ACT-550 Staff
· Check In
CM Policy, Check In Procedure

E.
Repository Manager
· Manage Repository Units
CM Policy, Change vehicle, repository management procedure(s)

F.
Repository Manager
· Document and Communicate Status
Documentation and Communication Procedure 

G.
Repository Manager
· Conduct Periodic Audits
Audit policy and procedure

H.
Repository Manager
· Archive and Excess Repository Units
CM Policy, FAA policy and procedure for excessing units, Archive/Backup Procedure

I
Repository Manager
· Re-evaluate Repository Requirements
Environmental policies, Safety procedures,

3.4 Outputs

Outputs from the process include a fully managed repository and statistics and reports, which may be analyzed for process improvement.

3.5 Verification and Metrics

The goal of the metrics collected and analyzed during this process is to provide a baseline for tracking the time and effort used to perform these activities, as well as to track inventory and derive methods for maintaining appropriate inventory levels and version control.  Metrics provides a reference point for determining the impact of process improvement between changes in the process. 

3.6 Exit Criteria

CM is an ongoing process that is cyclical and repetitive in nature.  Its various tasks will be scheduled or performed as needed.  The cycle will end with a fully managed repository.

4.0 CONFIGURATION MANAGEMENT PROCESS FLOW DIAGRAM

The CM Process and sub-processes defined in the following flow diagrams will be used to define what will be configuration managed, how and by whom.

ACT-500 Configuration Management Process Flow Chart
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Description


A.   Establish Repository Area (BP 16.01, 16.02, 16.03)

PROCESS NAME: A.   Establish Repository Area


DATE:   6-2-99





Previous Processes:

· PA 01- Needs

· PA 02- Requirements

· PA 11- Project Management

· PA 15- Quality Assurance
Purpose/Definition: 

· Establish repository where Configuration Managed units will reside in Designated Repository


Next Process:

· C. Check Out, or

· D. Check In

Roles and Responsibilities:

· Space Management

       (ACT-600)

· ACT-550 Branch Manager

· Repository Manager

· Project Team

· Team Member
Owner: 

· ACT-500
Customer(s): 

· ACT-500 Staff




Sub-Processes and Procedures:

· Develop project/transitions plans

· Populate repository

· Perform maintenance

· Perform administration

· Develop requirements


Outputs:

· Repository baseline



Inputs:

· Repository Charter

· Requirements document

· Units/Items

· Procedures

Metrics:

· Project plan





Verification and Validation:

· Peer Review 



Entry Criteria:

Approval of:

· CM Plan

· Policies

· Procedure

· Decision to place a system/unit under CM control
Training-Tools-Handbooks-Policy:

· ACT-500  CM Policy


Exit Criteria:

· Approved and populated repository

· Baseline document



C. Check Out (BP 16.01, 16.04)

PROCESS NAME: C.  Check Out


DATE:   6-2-99





Previous Processes:

· A. Establish Repository Area


Purpose/Definition: 

· Procedure to take a CM unit out of the repository.
Next Process:

· D. Check In

Roles and Responsibilities:

· Repository Manager

· Team Member
Owner:     

· ACT-500
Customer(s):

· ACT-500 Staff (may be on behalf of ACT-500 customer)




Sub-Processes and Procedures:

· Complete all required forms

· Loan/retrieve CM units

· Prepare chargeback forms 

· Inspect units/QA


Outputs:

· Updated inventory system

· Charge back form completed

· Request vehicle (form) completed



Inputs:

· Inventory of available CM units

· Procedures

· Vehicle* (form) for requesting CM units



Metrics:

· Traceability





Verification and Validation:

· Retrieval of historical data from inventory system



Entry Criteria:

· Receipt of request vehicle (form)


Training-Tools-Handbooks-Policy:

· CM Policy

· Charge back policy


Exit Criteria:

· Properly released CM unit



*Vehicle = Shared directory, ccMail, clipboard, verbal request, check in/out logs or forms 

D. Check In (BP 16.01, 16.04)

PROCESS NAME:  D. Check In


DATE:  6-2-99





Previous Processes:

· A. Establish Repository, and 

· C. Check Out


Purpose/Definition: 

· Procedure to put CM units into/return to the repository
Next Process:

· E. Manage Repository Units



Roles and Responsibilities:

· Repository Manager

· Team Member


Owner:

· ACT-500
Customer(s):

· ACT-500 Staff




Sub-Processes and Procedures:

· Inspect unit/QA

· Establish holding area

· Process new inventory

· Establish a cataloging method (Bar Code)

· Complete required forms


Outputs:

· Completed  required forms

· Update inventory system



Inputs:

· Vehicle* to return units

· Check In procedures

· Vehicle* to process new units



Metrics:

· Traceability

· Maintain adequate inventory level





Verification and Validation:

· Retrieval of historical data from inventory system

Entry Criteria:

· Receipt of new/returned unit
Training-Tools-Handbooks-Policy:

· CM Policy

· Charge back policy
Exit Criteria:

· Replenished repository



          *Vehicle = shared directory, ccMail, clipboard, verbal request, check in/out logs or forms

E. Manage Repository Units (BP 16.01, 16.04)

PROCESS NAME: E.    Manage Repository Units


DATE:    6-2-99





Previous Processes:

· D. Check In


Purpose/Definition: 

· Control and track changes to repository unit under CM.
Next Process:

· F.  Document and Communicate Status

Roles and Responsibilities:

· Repository Manager


Owner:    

· ACT-500
Customer(s):    

· ACT-500 Staff




Sub-Processes and Procedures:

· Complete charge back process
· Update inventory system
· Monitor loan activities
· Monitor/establish inventory levels
· Analyze status data
· Provide recommendations

Outputs:

· Managed repository unit

· Updated inventory system

· Inventory requirements



Inputs:

· Procedures

· Inventory system

· Vehicle* (form) for requesting CM units

· Repository baseline

· Funding from previous charge backs



Metrics:

· Number of times anticipated inventory levels were or were not met/exceeded 

· Accuracy and timeliness of reports





Verification and Validation:

· Repository Manager review

· Spot checks

Entry Criteria:

· Significant change in inventory


Training-Tools-Handbooks-Policy:

· CM Policy

· Change vehicle*


Exit Criteria:

· Fully managed repository

· Funding request for replacement Inventory items



    *Vehicle Shared directories, ccMail, clipboard, verbal request, check in/out logs or forms

F. Document and Communicate Status (BP  16.01, 16.05)

PROCESS NAME: F.   Document and Communicate Status


DATE:   6-2-99





Previous Processes:

· E. Manage Repository units


Purpose/Definition: 

· Document and communicate status of repository units.
Next Process:

· G. Conduct Periodic Audits

Roles and Responsibilities:

· Repository Manager


Owner:  
· ACT-500
Customer(s):

· ACT-500 Staff 




Sub-Processes and Procedures:

· Document status

· Communicate status 

· Procedure for content and method of communication


Outputs:

· Documented status report of repository units and changes



Inputs:

· Baseline

· Historical data of changes



Metrics:

· Completeness and timeliness of reports





Verification and Validation:

Delivery of report or communication



Entry Criteria:

· Whenever a change in Inventory is made
Training-Tools-Handbooks-Policy:

· Training to analyze data and create reports

· Communication tools (i.e. ccMail, pager, phone, reports)


Exit Criteria:

· Report to management 



G. Conduct Periodic Audits (BP 16.01, 16.06)

PROCESS NAME:  G. Conduct Periodic Audits


DATE: 6-2-99





Previous Processes:

· F. Document and Communicate Status


Purpose/Definition: 

· Internally Perform Quality Assurance on repository units and procedures
Next Process:

· H. Archive and Excess Repository Units. 

Roles and Responsibilities:

· Repository Manager

· Team Member


Owner:

· ACT-550


Customer(s):

· ACT-550 Staff




Sub-Processes and Procedures:

· Establish timeline for audits

· Develop audit criteria 

· Perform data reduction and analysis


Outputs:

· Audit report



Inputs:

· Historical data

· Populated Repository



Metrics:

· Trend analysis

· Measure of customers satisfaction (reported at intervals)

· Number of discrepancies found





Verification and Validation:

· Delivery of Audit Report



Entry Criteria:

· Schedule in policy and procedures, not to be less frequently than annually


Training-Tools-Handbooks-Policy:

· Training to analyze data and create reports

· Audit policy


Exit Criteria:

· Published audit report



H. Archive and Excess Repository Units (BP 16.01, 16.04)

PROCESS NAME:  H. Archive and Excess Repository Units


DATE:  6-10-99





Previous Processes:

· G.   Conduct Periodic Audits
Purpose/Definition: 

· Backup/remove repository units.
Next Process:

· I.  Re-evaluate Repository Requirements

Roles and Responsibilities:

· Repository Manager

· Space Manager

       (ACT-600)

· Property Custodian


Owner:

ACT-500
Customer(s):

· ACT-500 Staff




Sub-Processes and Procedures:

· Run excess/archive report
· Inspect units
· Complete required forms
· Update inventory system
· Maintain adequate inventory level
· Archive/excess units/items according to policies procedures(i.e. manuals,  WJHTC policy)

Outputs:

· Updated inventory system

· Completed forms

· Archived units

· Communication to remove excess equipment



Inputs:

· Property Custodian List

· Inventory of available CM’ed units containing retention & version information.

· Destination or media (i.e. safe, tape)



Metrics:

· Manageability of inventory

· Traceability

· Periodic inventory review

· Audit report





Verification and Validation:

· Retention/excess of units during life cycle
· Maintain adequate inventory levels

· Inventory Audit



Entry Criteria:

· Backup/archival schedule, or as needed
· Schedule in policy and procedures, not to be less frequently than annually, or as needed


Training-Tools-Handbooks-Policy:

· CM Policy
· FAA/WJHTC policy for excessing equipment

Exit Criteria: 

· Signed/approved documentation

· Backup/removal of units



I.  Re-evaluate Repository Requirements (BP 16.01, 16.03, 16.06)

PROCESS NAME: I.  Re-evaluate Repository Requirements


DATE:  6/11/99





Previous Processes:
· H. Archive and Excess Repository Units


Purpose/Definition:
· Communicate and report changes in the physical requirements of the repository.  (i.e. space or environmental conditions) 
Next Process:

· A.  Establish Repository Area

Roles and Responsibilities:

· Repository Manager

· Space Management 

       (ACT-600)

· Team Member


Owner:

· ACT-500
Customer(s):

· ACT-500 Staff




Sub-Processes and Procedures:

· Assessment of requirement
· Compile results of re-evaluation

· Communicate results to appropriate personnel

Outputs:

· Assessment results

· Communicated status

· Change Status Report



Inputs:

· Changed requirements

· Procedures



Metrics:

· Space capacity assessment

· Periodic checks of physical & environmental areas to determine severity of conditions.





Verification and Validation:

· Requirements are met



Entry Criteria:

· Change in requirements
Training-Tools-Handbooks-Policy:

· Space Management Policy

· Environmental Policy **

**includes: Government & Safety policies
Exit Criteria:

· Documented & communicated recommendations for repository changes



Appendix A: Process Metrics Collection Sheet


This sheet is to be completed during reviews (i.e. Repository Manager review, peer review) as input to verification and validation.

Position:

Date:

CM Repository/Units:

Question 1.

What went well during this process?

















Question 2.

What would you have liked to see go better during this process?

















Question 3.

On a scale of 1 to 5 (1 = adequate, 5 = not adequate at all) In terms of resources (people, inventory, time) how well do you believe this process worked?  Explain your answer.

















Question 4.

How do you think this process can be improved?

















Appendix B: Generic Practices Mapping


Each level of maturity in the iCMM® model lists generic practices that apply to all processes performed at that level. The numbering in this appendix maps directly to the iCMM® Level 2 Generic Practices.

2.1 Establish Policy

ACT-500's commitment to iCMM® protocols and process improvement is reflected in the following Division Policy:  

ACT-500 Configuration Management Policy

ACT-500 is committed to providing the highest level of product quality and workforce proficiency in the deliverables and support we provide our customers.  In support of this commitment and the Integrated Capability Maturity Model Process (iCMM), ACT-500 has established a Configuration Management Process to be utilized on all applicable systems and products.

The purpose of configuration management is to maintain the integrity of systems by having a process in place that will analyze, control and track changes to a system by establishing and maintaining the status of system components.

ACT-500 personnel are required to follow the approved Configuration Management Process.  Branch Managers, Supervisors, Team Leads and Project Leads are tasked to provide leadership in process improvement activities associated with ACT-500’s Configuration Management Process.   
It is ACT-500’s policy to conduct yearly audits on all configuration management repositories.  Branch Management is tasked to insure that repositories are audited by the audit procedures established per repository.
2.2 Allocate adequate resources 

Resources dedicated in whole or in part to the Configuration Management Process include ACT-500 personnel, training to accomplish the tasks referred to in Table 3.3.1, and funding adequate to maintain units under CM.

2.3 Assign responsibilities

Table 2.2.3 of this document delineates CM responsibilities in ACT-500.

2.4 Ensure training

Training in the CM process includes on the job (OJT) and formal training in the tools utilized in the CM process, access to written policies and procedures which apply to CM, and guidance from staff who are familiar with the process. 

In addition, the ACT-550 Branch Manager and Team Leads have had formal iCMM® training so that they may provide guidance and expertise to other Division personnel to ensure adherence to the process.

ACT-500 Configuration Management Training Plan

1.0 Prepare Training Materials/Facilities

1.1 Prepare agenda for training session

1.2 Prepare manuals for all participants

1.3 Prepare slides

1.4 Identify personnel requiring training

1.5 Schedule training room

1.6 Communicate information regarding training time, place and attendees

2.0 Conduct Training

2.1 Distribute training materials

2.2 Conduct classroom lecture covering policy and process

2.3 Tour repositories

2.4 Review repository procedures

2.5 Conduct Question and Answer session

3.0 Obtain Feedback on Training

3.1 Request training participants to fill out evaluation form

4.0 Implement Plan for Training of New Employees

4.1 Consolidate training materials into an employee orientation package
2.5 Document the process
This document serves as the documented process.

2.6 Plan the process

This document serves as the planned and actual process.

2.7 Use a repeatable process

This document ensures the repeatability of the process.

2.8 Manage configurations

This document represents the ACT-500 Configuration Management Process.  It contains a process for process improvement including revision, approval, and inclusion in the WJHTC Process Asset Library.

2.9 Assess process compliance

The Configuration Management Process contains activities that will reveal noncompliance and ensure that they are reported to the proper authority.

2.10
Verify work products 

The Configuration Management Process contains activities that will track work products and ensure that nonstandard products are reported to the proper authority.

2.11
Measure process - Appendix A of this document contains the form for collecting metrics for the Configuration Management Process.  In addition, the process contains tasks, which will gather and report additional information about the effectiveness of the process on an ongoing basis.

2.12
Review status


This document contains a revision change page.

2.13 Take corrective action

Corrective action is taken when metrics reveals the need for process improvement, or when changing external events mandate that the process be revised.

2.14 Coordinate within the project

Coordination is accomplished throughout the process by documenting and reporting status and by scheduled and ad hoc peer review.

Appendix C

Base Practices and Generic Practices Matrices


       Table C.1 Generic Practices Matrix

GP Reference
Description
Where in your process is this described?
What artifacts support implementation?

GP 2.01
Establish and maintain a policy for performing the process.
· Appendix B Section 2.1 pg. B-1

· Diagram C. pg. 12
· Charge back policy

· Audit Policy

· CM policy

GP 2.02
Allocate and obtain adequate resources for performing the process.


· Appendix B Section 2.2 pg. B-1

· Section 2.2.2 pg. 7
· Resources allocation chart

· Charge back form

· Credit card form

· Budget report

GP 2.03
Assign responsibility and authority for developing the work products and/or providing the services of the process.
· Table 2.2.3 pg. 7
· Project charters

· ADP requests

· Resource allocation chart

· Help Desk calls

GP 2.04
Ensure that the individuals performing the process are appropriately trained in how to perform the process.
· Appendix B Section 2.4 pg. B-1
· Training plan

· Integrated Personnel Payroll System (IPPS)

GP 2.05
Document the approach to performing the process area.
· CM Process Flow Chart pg. 11
· CM Flow Chart pg. 11

· CM Process document

GP 2.06
Establish and maintain a plan for performing the process.
· Diagram A. pg. 11

· Appendix D pg. D-1
· CM implementation plan 

· Appendix D pg. D-1

GP 2.07
Perform the activities of the process according to a repeatable process.
· CM Process Flow Chart pg. 11
· CM implementation plan

GP 2.08
Place identified work products of the process under version or parts control, or configuration management.
· Diagrams D. pg. 14

· Diagram E. pg. 15
· Inventory system 

· Procedures: 

Log

       Version control

       Databases

GP 2.09
Assess adherence of the implemented process to the repeatable process.
· Diagram G. pg. 17

· Appendix A pg. A-1
· Support Magic reporting system

· Audit report procedures

GP 2.10
Verify adherence of work products to the applicable requirements.
· Diagram A. pg. 12

· Diagram G. pg. 17

· Diagram I. pg. 19
· Audit report procedures

· CM implementation plan

GP 2.11
Measure the status of the implemented process against the plan.


· Diagram E. pg. 15,

· Diagram G. pg. 17

· Appendix A pg. A-1
· Procedure to manage repositories

· Metrics collection worksheet, pg. A-1

GP 2.12
Review the status of the process with management.


· Diagram F. pg. 16

· Diagram G. pg. 17

· Diagram I. pg. 19
· cc:Mail

· Pagers

· Phones

· Report

· Meeting minutes

· CM Process document

GP 2.13
Take corrective action when status varies significantly from that planned.


· Diagram E. pg. 15

· Diagram G. pg. 17

· Diagram H.  pg. 18

· Diagram I. pg. 19
· Excess form and policy   

· Error log

· Help desk call

· ADP Request

· Charge back forms

· Test bed procedures

· Audit report procedures

· Project charters

GP 2.14
Coordinate and communicate among those performing the process within the project.
· Diagram F. pg. 16
· Repository communication procedures

· cc:Mail message

     Table C.2 Base Practices Matrix
BP Reference
Description
Where in your process is this described?
What artifacts support implementation?

BP 16.01
Decide among candidate methods for configuration management
· Diagram A. pg. 12

· Diagram C. pg. 13

· Diagram D. pg. 14

· Diagram E. pg. 15

· Diagram F. pg. 16

· Diagram G. pg. 17

· Diagram H. pg. 18

· Diagram I.  pg. 19
· ACT-500 Policy 

· Repository charter

BP 16.02
Identify configuration units or items that constitute identified baselines and work products that will be placed under configuration management.
· Table 3.2 pg. 9 

· Diagram A. pg. 12
· Baseline inventory

· Table 3.2 pg. 9

BP 16.03
Establish and maintain a repository to house work product baselines.
· Diagram A. pg. 12

· Diagram I.  pg. 19
· Repository plan

· Table 3.2 pg. 9

· Repositories

BP 16.04
Control changes to established configuration units/items/work plans and products throughout the life cycle, including transitions to operations, support, and retirement.
· Diagram C. pg. 13

· Diagram D. pg. 14

· Diagram E. pg. 15

· Diagram H. pg. 18
· Check In/Check Out procedures

· Archive procedure

· Completed charge back forms



BP 16.05
Communicate status of proposed changes, and baseline and configuration data, and access information to affected groups and individuals.
· Diagram F.  pg. 16
· Repository communications procedures

BP 16.06
Conduct configuration baseline audits.
· Diagram G. pg. 17 
· Audit Policy

Appendix D

ACT-500 Configuration Management Implementation Plan


1.0 Establish Configuration Management Methodology

1.1 Identify area(s) within ACT-500 to develop and apply Configuration Management
1.2 Establish Process Action Team (PAT) team
1.3 Develop CM Process, identify steps within process
1.4 Document Process and steps
1.5 Develop Training Plan and train according to plan
2.0 Identify Configuration Management Units/Items

2.1 PAT team identifies units to place under configuration management
2.2 Identify repository(s) for configuration units 
3.0 Establish and Maintain a Repository for Product Baselines

3.1 Identify Project Team to establish repository and develop procedures
3.2 Establish repository
3.3 Produce baseline of repository units
4.0 Control and Track Changes

4.1 Develop procedures to manage the repository
5.0 Communicate Configuration Status

5.1 Develop procedures and timelines for communicating status
6.0 Conduct Configuration Audits

6.1 Develop Audit Policy and timeline
6.2 Schedule audits per timeline
Develop audit procedures

Appendix D

ACT-500 Supporting Artifacts


ACT-550 Charge Back Policy

To effectively and efficiently service our customers, the Information Technology Branch, (ACT-550), maintains an on-site inventory of replacement workstation parts.  In order to maintain this inventory, it is ACT-550’s policy to request payment from our customers for the cost of the replacement part used to correct their problem.  This policy will be enforced and in effect by all ACT-550 support personnel.  Support personnel will use the ACT-550 Charge Back Form prior to replacing any hardware component in a customers workstation.






Appendix A
A-2

Page 9
 


_991459947.vsd
START�

A.
ESTABLISH REPOSITORY AREA�

B.
NEW ITEM?�

D.
CHECK IN�

C.
CHECK OUT�

E.
MANAGE REPOSITORY UNITS�

F.
DOCUMENT & COMMUNICATE STATUS�

G.
CONDUCT PERIODIC AUDITS�

H. 
ARCHIVE & EXCESS REPOSITORY UNITS�

I.
 RE-EVALUATE  REPOSITORY REQUIREMENTS�

Procedure�

Decision�

Begin Process�

KEY:�

STEPS	Description�

A.	Establish where Configuration Management Units will reside in designated repository.
B.	Decide if the item/unit is new?
C.	Procedure to take CM unit(s) out of the repository.
D.	Procedure to put CM units into/return to the repository.
E.	Control and track the changes to repository units under CM.
F.	Record and communicate the status of repository units.
G.	Internally perform Quality Assurance on repository units and procedures.
H.	Backup or remove repository units.
I.	Communicate and report the changes in the physical requirements of the repository�


