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PREFACE

This document was developed to provide a template for creating process descriptions for projects at the Space and Naval Warfare (SPAWAR) Systems Center San Diego (SSC SD).  This template should be completed with project-specific information to produce a process description that accurately describes the specific process.  

This template is described in the Handbook for Process Management (HPM) and is intended to be used with that document.  The HPM is available on the SSC SD Software Engineering Process Office (SEPO) homepage at the following address:

http://sepo.spawar.navy.mil/HPM.doc

SEPO assumes responsibility for this document and updates it, as required, to meet the needs of users within SSC SD.  SEPO welcomes and solicits feedback from users of this document so that future revisions of this document will reflect improvements based on organizational experience and lessons learned.  Please use the Document Change Request (DCR) form provided on the next page to report deficiencies and/or corrections to the Process Description Template.  There is also a DCR at the end of the template document.  That one is intended for updates to an actual process description after it is completed.  Note that it would be sent to the owner of the process not generally to SEPO.
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DOCUMENT CONVENTIONS

Standard conventions are used within this document to direct the reader to specific sections of the text.  These sections provide instructions and explanations and require users to substitute their own project-specific information for the generic information provided or to "fill in a blank."

[[text]]
Global changes.  Items that appear in regular text and are surrounded by double brackets represent changes that can be made globally throughout the document.

Italics
Instructions and explanations.  Items that appear in italics represent instructions to the user and are not to appear in the completed version of the document.

The Process Description template begins on the next page with the [[PROCESS NAME]] Process title page.  Delete this Document Conventions page and all preceding pages in the final version of your [[PROCESS NAME]] Process document.  Remember to update the header to reflect the appropriate document configuration identifier for the process description.

This page intentionally left blank.

[[PROCESS name]] process

Version [[X.X]]

[[DATE]]

Add your organization name and address here.

PREFACE

The Preface contains a brief overview of the document.  It may contain the author, acknowledgments, and distribution information.  See the text below for an example of a Preface.

This document was developed to describe the [[PROCESS NAME]] Process for the [[PROJECT NAME]] at the Space and Naval Warfare (SPAWAR) Systems Center San Diego (SSC SD), D[[XX]]. 

The D[[XX]] [[Software Engineering Process Group (SEPG)]] assumes responsibility for this document and updates it, as required, to meet the needs of users within the [[PROJECT NAME]].  The [[D[[XX]] SEPG]] welcomes and solicits feedback from users of this document so that future revisions of this document will reflect improvements based on organizational experience and lessons learned.  Please use the Document Change Request (DCR) form provided on the last page to report deficiencies and/or corrections. 
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Section 1.  INTRODUCTION

1.1
Purpose

This section includes a succinct description of the purpose of the document.  As an example, the Purpose statement from the Process Action Process (Part 1 of the Handbook for Process Management) appears below.

This process defines the methodology to be used within Space and Naval Warfare (SPAWAR) Systems Center San Diego (SSC SD) for developing or improving software engineering and management practices.  The approach defined in this document may be applied to any process development or improvement effort whether it is related to Software Process Improvement (SPI) or to other engineering and management practices.  

1.2 Background

This section contains some history of why this document is needed and other documents that it replaces, if any.

1.3
Scope

In this section, describe what this document applies to and perhaps to what it does not apply.  See the text below for an example.

This process shall be applied to all software unit testing conducted for [[PROJECT NAME]].  

1.4
Tailoring Guidelines

This section contains the rules for tailoring the process, if permitted.  See the text below for an example.

Personnel performing unit testing may find it necessary or beneficial to expand on the steps defined in this document for a particular software unit.  Such embellishment is acceptable.  The procedural steps included here are the core set needed for the conduct of comprehensive unit testing.

1.5
Document Overview

This section contains a brief summary of the contents of the sections and appendices.  Also, include a guide to any special features such as fold-outs, road maps, numbering system, etc.  See the text below for an example.

This document consists of the following sections:

a. Section 1 is an introduction to the [[PROCESS NAME]] Process.

b. Section 2 contains the roles and responsibilities, entrance criteria, inputs, tasks, outputs and exit criteria and process measures for the [[PROCESS NAME]] Process.

1.6
Reference Materials

In this section, list the documents used while creating the process description.  If the list is extensive, place it in an appendix and reference it here.  See the text below for an example.

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

a. Formal Inspection Process, http://sepo.spawar.navy.mil/docs.html#PEER REVIEWS.

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

c. Improving the Software Process through Process Definition and Modeling, Software Productivity Consortium, International Thomson Computer Press 1996.

1.7
Abbreviations and Acronyms

In this section, list all abbreviations and acronyms used throughout the document.  If this list is extensive, place it in an appendix and reference it here.  See the text below for some examples.

DCR
Document Change Request

SSC SD
SPAWAR Systems Center San Diego

SEPG
Software Engineering Process Group

SEPO
Software Engineering Process Office

SPAWAR
Space and Naval Warfare

SPI
Software Process Improvement

SQA
Software Quality Assurance

section 2.  PROCESS DESCRIPTION

2.1
Roles and Responsibilities

List the participants in the process and their associated responsibilities in this section.  Explicitly identify who manages the process, who performs what actions, and who the customer of the process is.  It is recommended that those who supply inputs to the process also be included.  Indicate the training needed by the participants and reference the appropriate training materials in this section.  

Each process should include a Quality Assurance (QA) representative to monitor both the process performance and the quality of the outputs.  QA is the defender of the process and ensures that the process is strictly followed. See the text below for examples of roles and responsibilities.

2.1.1
[[PROJECT NAME]] Manager

The [[PROJECT NAME]] Manager is responsible for establishing the management expectations that the [[PROCESS NAME]] process will be followed.  Add references to any management or project policy that directs process performers to follow the process.  The [[PROJECT NAME]] Manager will assign the resources and tasking to the [[PROCESS NAME]] Team, track the effort expended and progress made, and interact regularly with the team leader regarding the performance of assigned individuals. The [[PROJECT NAME]] Manager will report process progress to higher-level management.

2.1.2
[[PROCESS NAME]] Team Leader

The [[PROCESS NAME]] Team Leader will manage the execution of the [[PROCESS NAME]] process. This individual should be, but is not required to be, a member of the [[PROCESS NAME]] team.  This individual will monitor the performance of the process, collect metrics and report on the process status to the [[PROJECT NAME]] Manager.

2.1.3
[[PROCESS NAME]] Team

This group is responsible for executing the process as described in Section 2.4.  Each individual will report their progress through weekly metrics and will make recommendations for process improvement as the need arises.  Each team member will attend [[PROCESS NAME]] training before the process begins.  The training will include instruction on the tasks to be performed and the metrics that each individual will be expected to report on a weekly basis.

2.1.4
Software Quality Assurance 

A representative of the Software Quality Assurance (SQA) group will attend all meetings and management reviews, monitor process performance for adherence to any identified military or technical standards and work with the [[PROCESS NAME]] team to resolve process issues.

2.1.5
[[PROCESS NAME]] Customer

The [[PROCESS NAME]] Customer may be the user of the outputs of this process such as the testing group after the development group has finished coding or it may be the ultimate end user of the entire project such as the sponsor, a ship or shore facility.  The customer, in consultation with the [[PROCESS NAME]] Team Leader and [[PROJECT NAME]] Manager, should have significant involvement in determining the exit criteria for and the outputs from this process.

2.1.6  [[PROCESS NAME]] Owner

Identify who is responsible for revising this process as DCRs are received or after the process has been used for a period of time (generally, one year).  This may be the process author, the Department or Division SEPG, the Department SPI agent or someone with specific process-related knowledge within the project itself.

2.2
Entrance Criteria

Identify the elements and/or conditions necessary to be in place to begin a process.  This includes the availability of any needed facilities or systems other than people, inputs and tools.  If there are any timing requirements for resources including people, inputs or tools, they should be documented here.  This may include the completion of another process.  Any training needed by process participants must be completed prior to beginning the process.  See the text below for examples of entrance criteria.

The basic criteria for initiating the [[PROCESS NAME]] process are listed below:

a. All [[PROCESS NAME]] Team members have attended [[PROCESS NAME]] training.

b. The [[PROCESS NAME]] laboratory has been scheduled and prepared.

c. The software units A-E are available for integration testing prior to process commencement.  Software units F-H are available thirty days after process commencement and I-M are available no later than 60 days after process commencement.

2.3
Inputs

Indicate the data, resources or tools required for the process in this section.  Often a process can begin without having all of the inputs available, as some will not be required until later in the process.  If the inputs for this process resulted from another process, indicate the source process here. See the text below for examples of entrance criteria.

The inputs for the [[PROCESS NAME]] process are listed below:

a. Software units A-M.  These units will be supplied by the Software Development group at the conclusion of the Software Coding Process.

b. XYZ Integration test tool.

c. Integration Test Procedures.  

2.4
Tasks

Describe the steps of the process.  Include a process flow chart to clarify process operation.  Part 2, Section 3.3 of the Handbook for Process Management provides flow chart guidelines.  Each step should be a logical unit of work such as gathering process information, programming a specific software module or performing a unit test.  Some steps within a process may later become a separate process of their own.  For example, conducting a unit test is an essential part of every software development process.  A project may find that having a specific process for unit testing might be advantageous.  If some steps become separate processes, they may be referenced in a table such as Table 2-1.

TABLE 2-1.  Related Process Descriptions

Procedural Step
Process Description Documents
Description Location

Step X.  Conduct Peer Review
Formal Inspection Process

Peer Review Process
http://sepo.spawar.navy.mil/docs.html#PEER REVIEWS

2.5
Outputs

List the data or products modified or produced by process activities.  Outputs include the input data that is transformed in some manner.  The name of the output should indicate that a transformation has been performed.

2.6
Exit Criteria

Identify the events and/or conditions that must be true for a process to be completed.  If the outputs from this process will be used as inputs for another process, indicate the destination process in this section. See the text below for examples of exit criteria.

The [[PROCESS NAME]] process may be exited when all steps have been completed, metrics collected and suggestions for improvement have been delivered to the Department or Division SPI agent, the [[PROJECT NAME]] Manager, the D[[XX]] SEPG or the SSC SD Software Engineering Process Office (SEPO), as appropriate.  The integrated software units will be delivered to Testing Group to begin the CSCI Testing Process.

2.7
Process Measures

Determine the metrics to be collected as part of the conduct of the process.  Although generally not part of the process steps, metrics will be used to aid in future process improvement and to assist with determining the overall return on investment received by utilizing the process over time.  Some key factors to consider include the level of effort, elapsed calendar time to conduct the process and some form of problem recording.  Where possible, include estimates for these parameters that can later be compared to the tabulated results.

Examples of metrics to be collected may include the following items:

a. Level of effort spent in the following areas:

a. Completing training needed to perform process.

a. Performing process steps.  There may need to be different categories depending on the type of activity performed at each step.

a. Reporting on metrics.

b. Issues raised during process performance which relate to the process itself.

c. Amount of time to complete the process.
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