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INTERNAL SOFTWARE PROCESS IMPROVEMENT WORKING GROUP (SPIWG) PROCESS

PRIVATE 

1.0   PURPOSE
The purpose of this internal process is to identify and document the steps that are taken to implement the SEPO  SPIWG  Process whose functions and coordinator’s checklist are described on pages two and three respectively. 

1.1   BACKGROUND

In 1993 SEPO began conducting Software Process Improvement Working Group (SPWIG) meetings to implement other ways of effecting technology transfer from one SSC San Diego code to another and from outside organizations to SSC San Diego.

1.2   PROCESS PROCEDURES

Here are the generic steps to follow when initiating and conducting a SPIWG meeting:  

a. Identify, define, and briefly document (1-2 paragraphs) a topic of interest to the SSC San Diego software community. 

b. Find subject matter expert(s) (SMEs) to speak)/present a talk on the subject matter.  

c. Select and confirm date, time, and place that are agreed to by SEPO SPIWG POC, lecturer/presenter, and facilities scheduler.  

d. Henceforth, follow the attached SPIWG Process Checklist.
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 Process Checklist

SPIWG #__________


SPIWG TITLE ______________________

SPEAKER _______________________________________

DATE ____________

TIME _________      
LOCATION __________________

==================================================================

Coordinator ________________________________

Preparation
____
Identify subject and speaker  ________________________________

____

Establish date and time

____

Reserve room (minimum capacity 50+) Cloud room, Conf. Ctr., Bldg 33 Auditorium, Rm. 233 Bldg. 600, Bldg 128 Auditorium

____

Get a short biography from speaker

____
Provide assistance to speaker in making viewgraphs & handouts

____
E-mail 1st meeting announcement to “msgs” 2 weeks before date of



meeting (see samples in notebook)

____

Track RSVP's & respond to questions

____
E-mail 2nd meeting announcement to “msgs” 10 business hours before



date of meeting

____
Make appropriate number of handout copies + 15, approx. 5 hours after


  
final RSVP count

____
Complete host/coordinator agenda with topics and announcements (see agenda form)

Day Before Meeting
____
   24 hrs. before meeting, ask Public Affairs to put up announcement sign



and if necessary reserve parking space for outside speaker

____
If using auditorium, open the room and turn on lights, air conditioner, sound system and need viewgraph machine

____
Check room for logistics: Tables, chairs, vg machines, handout table, etc.

____
Put together materials needed for meeting, gather Materials Binder 
(sign-in sheet, 
evaluations, 
host agenda, pointer, handouts, viewgraphs, etc.)

Day of Meeting

____
Put up SPIWG intro viewgraph

____
Be sure room is set up

____
Set out sign-in sheet, pens/pencils, handouts, evaluations and sign in a convenient location

____
Post signs requesting attendee sign-ups and provide collection boxes for evaluations

____
Give host/coordinator completed agenda

End of Meeting
____ 
Ask everyone to make sure they have signed in and collect sign-in 
sheet and evaluations


____
Straighten room and take left over handouts

After Meeting
____
Compile metrics from sign-in sheet by calculating the number of people 


attending by code and put into history book and e-mail a copy to the SPIWG coordinator.

____
Send "thank-you note" to speaker (by e-mail) (SPIWG coordinator)

____
File paperwork into history book (master handouts, completed checklist,


attendance sheets, metrics sheet, invitation viewgraph, lessons learned,


evaluations, summary and anything else that pertains to SPIWG meeting)

____
Add attendees to SW_Community (only if they indicate interest in being added)

____
Post summary to SW_Community (SPIWG Coordinator) letting them know that handouts are 
available.
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