US 20140096061A1
a9 United States

a2y Patent Application Publication (o) Pub. No.: US 2014/0096061 A1

Olson 43) Pub. Date: Apr. 3, 2014
(54) SYSTEMS AND METHODS FOR PROVIDING Publication Classification
DOCUMENTATION HAVING SUCCINCT
COMMUNICATION WITH SCALABILITY (51) Int.CL
GOGF 3/0484 (2006.01)
(71) Applicant: Process Assets, LLC, (US) (52) US.CL
CPC o GOGF 3/0484 (2013.01)
(72) TInventor: Timothy G. Olson, Carlsbad, CA (US) USPC oot eeeee 715/772

(73) Assignee: Process Assets, LL.C, Carlsbad, CA
(Us) 57 ABSTRACT

(21) Appl. No.: 13/794,671 The present invention relates to providing documentation

having succinct communication with scalability. In particu-

lar, the present invention relates to systems and methods for

s defining and documenting processes, procedures, standards

Related U.S. Application Data and policies that are succinct and usable, and that are scalable

(63) Continuation of application No. 11/409,522, filed on to the complexity of the process and to abilities of the indi-
Apr. 21, 2006, now Pat. No. 8,396,736. vidual user.

(22) Filed: Mar. 11,2013

Process Design Stage

PUI‘QOSE: Document the process design and design decisions

Inputs Entry Tasks (Major) eXit Outputs
o *(Plan 1. Document decisions+ Design « Charter or
* Charteror  lapproved 2. Develop design reviewed andj Plan
Plan AND 3. Update model <approved>
Req's 4. Review design * Process
* Process reviewed 5. Update Plan/req's  |AND Requirements
Requirements |y Np 6. <Approve design>
3 |sInitial model|7. Distribute design ;V‘Inidtia:I __"" Proce:s
updated < . oqel, -
« Initial P ) Verification Req.'s,and | Deslgn
Process OR + Review & approval [Plan are
Model B Measuremer}ts: updated « Initial
» Design Changed req. s} Process
Changes Level 2 Metrics Model

Roles: Modeling Team, Reviewers
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Process Definition Process

lterative Planning Phase

! Proceés Process Process
Planning Design Verification
Stage Stage Stage
'y \ i
e - -
\ A Y 14 Y
Process Process Process
Requirements Modeling Validation
Stage Stage Stage
- Y < A -« \

lterative Modeling Phase

Iterative V&V Phase




Patent Application Publication Apr. 3,2014 Sheet 4 of 69 US 2014/0096061 A1

Process Planning Stage
Purpose: Obtaln sponsorship and plan resources
Inputs Entry Tasks (Major) eXit Qutputs
+Sponsorshif{, <Mgt. Contracting> [* Planor :
« <Previous  [from 2. dentify customers |Charter :
actual management |3, Develop plan/chart., updated, » Charter or
measurements 4. Develop Initial Modelreviewed & | Plan
(If any)> " |IOR 5. Review plan/charter [approved
6. Approve plan/chart. | -
————— [*Risks 7. Distribute plan/chart/AND —>
Documented Verificati - o »
+ <Nanaging erification . praft © initial
Change OR + Review & approval initial Process
Assessments> « Estimates: size, cost Pmce?S Model
* Plan schedule, effort Model
Changes _
Roles: Modeling Team, l\)!anau_:]erry'xentI Reviéwers, Customers

]

Fig. 4

Process Requirements Stage

Purpose: Identify and document process requirements

Inputs Entry Tasks (Major) eXit Qutputs
. Charteror | (Planis ‘1. Interview customers [* Req.'s are | « CHarter or
Plan reviewed and 2. Develop req.’s reviewed . | Plan

includ approved 3. Update Initial Model and )

(F)?c?czszs AND 4. Review req.'s <approved> | Frocess
blanning) « draft Initial |5. Update plan : Req“'fements
Process 6. <Approve req.'s> AND

e | Model) 7. Distribute req.'s.. —

' ‘ i . * Initial

« [nitial OR \Le_ﬂfl_g.a_ll.gﬂ- Model and + |nitial

Process * Review -|plan Process

Model « Changed » Measurements: updated Model

or new number of req.'s;
requirements| Level 2 Metrics

Roles: Modeling Team, Management, Reviewers, Customers

Fig.5
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Process Design Stage
Purp'ose: Document the process design and design decisions
Inputs Entry Tasks (Major) eXit Outputs
: * (Plan 1. Document decisions}* Design » Charter or
*Charter or  lapproved |2, Develop design reviewed and| Plan
Plan AND 3. Update model <approved>
Req's 4. Review design « Process
: Proc.:ess reviewed 5. Update Planlreq's |AND Requirements
Requirements |5 npy 6. <Approve design>
— 4 lvInitial model|7. Distribute design |+ Initial —
updated) oo Model, * Process
* Initial _\lg_rlfl_ciaiﬁﬂ Req.'s, and Design
Process OR + Review & approval |Plan are
Model « Measurements: updated « Initial
+Design | Changed req.’s; b
: rocess
Changes Level 2 Metrics Model
Roles: Madeling Team, Reviewers

Fig. 6

Process Modeling Stage
’ Purpose: Build the model using the process templates
Inputs Entry Tasks (Major) eXit  Outputs
G ' «{Plan, 1.1f descriptive model, [ Model is \
» arter or | Regq.'s, conduct interviews completed | ° Charter or
an & Design are |as necessary ~Plan
« Process reviewed 2. Build process modellAND « Process
requirements AND using templates Reaui t
Initial 3. Update product plan,* Plan, equirements
s e | Model requirements, & designReq's, and ———
. Prc.>cess Updated) Verification S:Z;gt:;dare ' Prc‘mess
Design OR + Automated tools Design
. Iﬁitial « Measurements: . ‘
e * Process
Process Model fhan]gze;inretzc!. 5 Model
Model Changes eve etrics
Roles: Modeling Team

Fig. 7
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Inputs

» Charter or
Plan

* Process
Requirements

—

= Process
Design

* Process
Model

Process Verification Stage

Entry Tasks (Major) eXit
» (Plan, req.'s|1. Verify model against|* Model is
& design are |process: verified
updated and |* plan _
reviewed « requirements AND
» design :
AND 2, Review model for * Plan,
defects Req's,
* Mode! is < g . Design, and
completed) V—wt—lgﬂ model, are
+ All tasks updated
OR « Measurements:
Changed req.'s;
« Re-verify Level 2 Metrics

Purpos‘e: Verify model meets plan, requirements, and design

Outgut's

» Charter or
Plan

» Process
Requirements
___.———>-

* Process
Design

* Process
Modei

Roles: Modeling Team, Reviewers (process experts)

Fig. 8

Inputs

« Charter or
Plan

» Process

Requirements

e
* Process

Design

* Process
Model

Process Validation Stage

Pu rpose: Validate that mode! meets customerfusers needs

Entry Tasks {(Major)  eXit Qutputs
* (Plan, 1. Validate model by | (Model is « Charter or
Req.'s, and |review/Walkthrough validated Plan
Design are |with customers/users AND
updated and |2. Revise as necessary|* Plan, * Process
reviewed 3. lterate as needed Reg's, Requirements
AND Design, and
s Model is Modelare |—*
verified . . updated .

erified) Verification pdated) DP“;CESS
OR « Validate model OR esign

« Measurements: » Process
. Re-Validate| Changed rea.’s; » lterate as Model
Level 2 Metrics necessary

Roles: Modeling Team, Management, Reviewers, Cusfomers

Fig. 9
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Process WAR Template: Decision Process

Work Products What work products are used and produced by this process?

1D Code Name and Description of Waork Products
I Decision Package (This work product includes the Decision Matrix Procedure
and Decision Presentation)
Decision Matrix Procedure (includes Decision Matrix Form and DAR Info)
Decision Presentation
Decision Slate
Meeting Minutes

e woling

Activities Whal activities are performed?

iD Code Name and Description of Activities
6.0 Decision Process
Prepare for Decision
Identify Decision Maker(s) and Form Decision Team
Approve Team Participation
Confirm Decision Maker(s)
Perform Decision Matrix Procedure
Review and Approve Decision Package
Perform Evaluation(s)
Approve Decision Package
Review & Approve Decision Package
Schedule Decision meeting )
Conduct Decision Meeting
Present Decision Package to Decision Maker(s) .
Conduct open discussion of decision allernatives, criteria, ranking, issues, etc.
Make Decision ]
Record the Decision
Perform Decision Follow-Up
Update Decision Package
Communicate Decision
Address Action Items and Issues
Update Final Decision Packapge
6.3.5 Review, Approve, and Archive Decision Package and Meeting Minutes as
records.

o
B

— e o [

©ioo| ot | |b )~

9?‘.0‘.0*0\}0\0\0\?\?\

NI ==

ovon|ov| o ooy v n
[ S e I e T L e I
D[R | e ErQEUs IR

Roles Who is involved in this process?

1D Code Name and Description of Role
Decision Maker(s)

Decision Team

Decision Team Representative

Management

Recorder -

B[ N)] —

Fig. 10
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Process Activity Template: 6.1 Prepare for Decision

Purpose

Inputs

Entry Criteria

Activities
Performed by:

Why is this activily (i.€., process or sub-process) performed?

Ensure that preparation is performed to reach a good decision.

What work products are used by this activity?

Work product name or ID Source activity name or ID

<Decision Package>

6.2 Conduct Deciston Meeting

Whien can this activity begin?

State or Condition Process Flow: From Activity fand]
[or]
There is a need for a Major Decision Calling Process XOR |
<Decision Package (Decision State = A: 6.2 Conduct Decision Mecting
Need More Information)>

Who is responsible for performing this activity? List all pracess steps (activities) and
roles performing activity (if knowa),

ID of Role

ID of Activity

2. Decision Team

6.1.1 Identify Decision Maker(s) and Form Decision Team

4. Management

6.1.2 Approve Team Participation

T Decision Malker(s)

6.1.3 Confirm Decision Maker(s)

2, Decision Team

6.1.4 Perform Decision Malrix Procedure -

All Active Roles

6.1.5 Review and Approve Decision Package

2, Decision Team

5.1.6 Perform Bvaluation(s)

4. Management

6.1.7 Approve Decision Package

1. Decision Maker(s)

6.1.8 Review & Approve Decision Package

2, Decision Team

6.1.9 Schedule Decision Meeting

Fig. 11
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Sub-Processes
and Procedures

Outputs

Exit Criteria

Process Context

Process Activity Template: 6.1 Prepare for Decision, continued

How s this activity implemented? (Ouly list procedures and sub-processes)

1D Sub-Processes and/or Procedures
6.14 Perform Decision Matrix Procedure

What work produets are produced by this activity?

Work product nnme or ID Destination activity or ID
I. Decision Package (includes Decision 6.2 Conduct Decision Meeting
Matrix and Decision Presentation)

When is this activity completed? What activity is next?

State or Condition ' Process Flow: To Activity [and]

lor]
Decision Package reviewed by Decision 6.2 Conduct Decision Meeting AND

Maker(s) and Management
Decision meeting scheduled with Decision | 6.2 Conduct Decision Meeting
Maker(s).

Parent ID: 6,0 Decision Process
Sibling 1Ds: 6.2 and 6.3

Children ID's: None

Where is process performed? N/A
Who is Process Owner? Decision Team

Fig. 12
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Process Activity Template: 6.2 Conduct Decision Meeting

Purpose

Inputs

Entry Criteria

Activities

Why is this activity (i.e., process or sub-process) performed?

Make an informed decision by evaluating alternatives against ranked criteria using evaluation

method(s).

What work products are used by this activity?

Work product name or ID Source activity name or D

6.1 Prepare for Decision

1, Decision Package

When can this activity begin?

State or Condition Process Flow: From Acfivity [and]
for]
Decision Package reviewed by Decision 6.1 Prepare for Decision AND

Maker(s) & Management

Maker(s).

Decision meeting scheduled with Decision | 6,1 Prepare for Decision ’

Performed by:

Who is responsible for performing this activity? List all process steps (activities) and
roles performing activity (if known).

ID of Role

1D of Activity

3. Decision Team
Representative

6.2.1 Present Decision Package to Decision Maker(s)

All Active Roles

6.2.2 Conduct open discussion of decision alternatives, criteria,
ranking, issues, etc.

1. Decision Maker(s)

6.2.3 Make Decision

j. Recorder

6.2.4 Record the Decision

Fig. 13
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Sub-Processes

and Procedures

Outputs

Exit Criteria

Process Context

Process Activity Template: 6.2 Conduct Decision Meeting, continued

How is this activity implemented? (Ouly list procedures and sub-processes)

1D ‘ Sub-Processes and/or Procedures

N/A

There are no procedures or sub-processes for this process.

What work products are produced by this activity?

Work product name or ID

Destination activity or ID

1. Decision Package (includes Decision
Matrix and Decision Presentation)

6.3 Perform Decision Follow-Up

5. Meeling Minutes

6.3 Perform Decision Follow-Up

When is this activity completed? What activity Is next?

State or Condition Process Flow: Ta Activity [and]
: [or]
Decision Package documenied AND |
Meeting Minutes documented B AND
If Decision State = C “Final Decision” 6.3 Perform Decision Follow-Up
XOR
If Decision State = A “No Decision” 6.1 Prepare for Decision
XOR

If Decision State = B “No Decision
Needed”

Complete documentation and Exit
Process (Return to calling process)

Parent ID: 6.0 Decision Process
Sibling 1Ds: 6.1 and 6.3

Children ID’s: None

Where is process performed? N/A
Who is Process Owner? Decision Team

Fig. 14
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Process Activity Template: 6.3 Perform Decision Follow-Up

Purpose

Inputs

Entry Criteria

Activities
Performed by:

Why is this activity (i.e,, process or sub-process) performed?

Address action items, issues, and archive records,

What work products are used by this activity?

Work product name or ID Source activity name or ID

1. Decision Package

6.2 Conduct Decision Meeting

5. Meeting Minu(es

6.2 Conduct Decision Meeting

When can this activity begin?

documented

State or Condition Process Flow: From Activity fand]
jor]
Decision Package and Meeting Minutes are | 6.2 Conduct Decision Meeting AND

Decision State = C (Final Decision) 6.2 Conduct Decision Meeting

Wha is responsible for performing this activity? List all process sleps (activities) and
roles performing activity (if known}.

ID of Role

1D of Activity

3. Decision Team

6.3.1 Update Decision Package

1. Decision Maker(s)

6.3.2 Communicate Decision

All Active Roles

6.3.3 Address Action Ttems and Issues

3. Decision Team

6.3.4 Update Final Decision Packagé

1. Decision Maker(s)

6.3.5 Review, Approve, and Archive Decision Package and
Meeting Minutes as records

Fig. 15
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Sub-Processes

and Procedures

Outputs

Exit Criteria

Process Context

Process Activity Template: 6.3 Perform Decision Follow-Up, continued

How is this activity implemented? (Ouly list procedures and sub-processes)

1D Sub-Processes and/ar Procedures

N/A

There are no procedures or sub-processes for this process.

What work products are produced by this activity?

Work product name or 1D

Destination activity or ID

1. Decision Package

Calling Process or 3, Project Management

5. Meeting Minutes

Calling Process or 3. Project Management

When is this activity completed? What activity Is next?

and Approved by Decision Maker(s)

State or Condition Process Flow: To Aetivity jand]
for}
Decision Package is Completed, Reviewed, | Calling Process or 3. Project AND

Management

Decision Package and Meeting Minules are
completed and archived.

Calling Process or 3. Project
Management

Parent ID: 6.0 Decision Process
Sibling IDs: 6.1 and 6.2

Children 1ID’s: None

Where is process performed? N/A
Who is Process Owner? Decision Team

Fig. 16

US 2014/0096061 A1
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1.0 PURPOSE
The purpose of the declslon process is lo document how major dsclisions are made. The oblectives of the
Decision Process are:

Standardize information given lo Decision Maker(s)

“Guide decislon making

ldentity and consider decision criteria, ranking of crileria, and decision alternatives

Get the right information to the right peaple at the right time for a decision

Provide for records of decisions

Identity decision process matrics (e.g., for decision efiectiveness)

2.0 SCOPE AND DECISION POLICY
Decision Policy: The Decision Process applies to all major decisions.

0 i : .
Any decisions that affecl business strategy, mare than one cuslomer, have legal consequences, or
aflect anything over $100,000.00. '
All high-risk related decisions.
All major purchases over $50,000.00

The Decision Process Guide will also be used when a senior manager requires It

3.0 AUDIENCE o
The primary audiences lor the Decislon Process Guide are:
All management
Decision Maker({s)
Decision Teams
Engineers making design decisions
All purchasers
Anyone who wanls lo make a decisjon and uses this process

4.0 USAGE .

The primary usage scenarios for the Decision Process Guide are all major decisions made by:
Senlor managers or Decision Maker(s)
Teams
New information becomes avaitable after a decision has been made requiring anather deciston.
Real-time/operational decisions or emergency declsions,

5.0 DEFINITIONS, ACRONYMS AND REFERENCES

Definitlons
5W's Who, What, Where, When, and Why,
Consensus: A declslon where every tsam member can support it, and no team

member is or board member is opposed to it (i.e., although it may not be a team
_or. board members._first_ghoice, the team or board member can support it). -
Consensus is not voling.

Fig. 17
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Decislon P

Acronyms
AND
‘CMMIM
DAR

XOR

Detinltions, continued

ackage:

Dofaull relationship ol Entry and Exit crileria Is all of them (AND)
Capability Maturity Model Integrated ‘

Decision Analysis and Resolutlon (a process area from the CMMI®)
Exclusive OR (must choss one allernative or the other, bul not both)

6.0 BLOCK DIAGRAM OF DECISION PROCESS

Declision Malrlx Pracedure and Declslon Presentation.

"The Declslon Process. {Figure 7.0) canslsts of 3 phases and 3 Daclslon States: 80
. i £
‘Decislon Process J |
e rrepare |- _[T6.2 conduct 6.3 Perform .S
—p o repar . » . / —_— ___>
, for Decislon Declslon S
, Declslon Meeting | - | Follow-up ‘—_l :
- r A B
" FIGURE 6.0 DECISION PROCESS , .
‘State Description -
State lSFate Néme . ; _a} e Descript ors .
A More ‘New Informallon (e.g., 8 new oplion, cilterla, . cilterla rank, or gvaluallon
Information | methad) Is required ar becomes avellable and the decision analysls and
Nesdad evalualion needs lo be repeated. : K
B Nb Decislon |1t ls determined by the Declslon Makar(s) that a decision Is no longer needed
Needed or necessary. This state exlis the Declslon Process. ' ' :
c Flnal.DecIslon The Declsbloﬁ Maker(s) reach a decislon with consensus. The decislon s
i final {unless naw Inlormatlan bacomes avallable lale'r where the need for &
new declslon will be determined).

Fig. 18
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e

LR
World-Class

.&RM : Context: |

6.1 Prepare for Decision g,

Purpose: Ensure that preparation Is performed to reach a good decislon,

Inputs Entry  Tasks (Summary) eXit Outputs
R 1, Identify Decision Maker(s) & | - Declslon
None * Need Form Decision Team Package - Decislon
for a 2, Approve Team Participation | Reviewed Package
———— Maj?r 3, Confirm Decision Maker(s) | by Mgt. &
Decision 4. Perform Declslon Procedure | Decislon
5. Review & Approve Package | Maker(s)
Flow XOR 6. Perform Evaluation(s) —
R A . L 7. Approve Decision Package | AND
rom Any Decislon |g Review & Approve Package Flow
Process State =A 1y gchedule Decision Meeting | Declslon
XOR (NO i mee(ing »To 6.2
6.2 Conduct | Decision) | Measurements scheduled | Conduct
Decision + Cost » | w/Decision| Declslon
Meeting - Etlari (hours) Maker(s) WMeeting

Roles: Decision Maker(s), Decision Team, Management

Fig. 19
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6.1 PREPARE FOR DECISION PROCESS (INTERMEDIATE MODE)

Step Role Actlon

6.1.1 Decision | Identity Decision Maker(s) and Form Decision Team

Team GUIDANCE: Identify the Senior Manager(s), Sponsor(s), or Management Group(s)
that will make the decision. Use astablished management where appropriate. Select
the most knowledge tearn membere for making & recommendation to the Decision
Maker(s).

6.1.2 | Manage- | Approve Team Participation
ment GUIDANGE: Management should support staff participating on Decision Teams,

Management should selecl the most qualified person for the leam (hased on existing
priorities).

6.1.3 | Decision {Confirm Decision Maker(s)
Team GUIDANCE: Decision Maker(s) need to confirm whether they are the responsible party
for inaking the decision (plaase respond in a timely manner).

6.1.4 | Decislon |Perform Declsion Matrix Procedure

Team GUIDANGE: Perform the Decision Matrix Procedure located in the Excel spreadsheet
(the procedure s & lab in the workbaok). Be sure to update (he Declsion Form and the
Decision Advantages and Disadvantages tabs.  Also update the Decislon Matilx
Progedure as information becomes availahle,

6.1.5 | AllRoles, |Review and Approve Decision Package
Facilitated | GUIDANGE: If the decision analysis and evaluation Is complex or is going fe cast

by considerable time and money, all roles should be meel and approve the decision
Declsion | aptions, decision criteria, ranking of criteria, and evaluation methods.
Team

8.1.6 | Decislon |Perform Evaluation(s)

Team Perform evalualion(s), conduct analysis, and document Decision Package
GUIDANGE; Complete the Decision Malrix and document all evaluation methods.
The defaull evaluation methad is the Dacision Matrix Procedure. Use the Decision
Matrix Form to analyze and docurnent the results, The Decision Package consists of
the Decision Matrix Procedure results and the Decision Presentation.

6.1.7 | Manage- |Approve Decision Package
ment. GUIDANCE: The goal is o reach consensus on the decision (please see the definition
of consensus in Section &),

6.1.8 | Decision |Review and Approve Decision Package
Maker(s) | GUIDANGE: The goal is to reach consensus on the decision.

6.1.9 | Decision |Schedule Dacislon Meeting,

Team GUIDANGE: It is best if the Decision Maker(s), relevant management, and the
Decision Team are present at the Decision Meeting. However, if there are too rmany
people than a representative of the Decision Team my present the Decision Team's
recommendation using the Decision Presentalion Slandard,

Fig. 20
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Z LT:’,, apduct
Wnrli](‘lﬁsshgulity ConteXt. [ M %ﬂ:ﬁ I-:| J__
R
6.2 Conduct Decision Meeting g
PUI'_DOSG: . Make an informed decision by evaluating alternatives.
Inputs Entry  Tasks (Summary) eXit Outputs
fai - Declsion |1. Present Decision Package to|’ (Decision
D .
Paci:;lgs;on Package |Decision Maker(s) Package * Decislon
Reviewed |2. Conduct open discussion of :ﬂ’?d I\‘Aeetlng Package
——— | by Mgt. & |decision alternatives, criteria, |MInules are
Decision [ranking, issues, etc. documented )
Fi Maker(s) |3. Make Declsion AND Flow
ow 4. Record the Decision Decision - T06.3
AND State = C) XOR
o Measurements XOR *To 6.1
60'2 (i':?nduct Decision * Decislon XOR
ecision meeting * Total Cost State = A « Exit
Meeting scheduled » Total Effort (hours) XOR Process
w/ Decision| ‘Decision State * Declslon (Return to
Maker(s) State = B calling
process)
Roles: Decision Maker(s), Decision Team Rep., Recorder

Fig. 21
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6.2 CONDUCT DECISION MEETING (INTERMEDIATE MODE)

Step Role Action
6.2.1 Decision Decision Team representative presents Decision Package 1o Decision Maker(s)
Team

GUIDANGE: Decision Team Representative presents the decision package {o
the Decision Maker(s) using the Decision Presentation template. If possible, it is
besl to have lhe enlire Pecision Tearn al the Decision Meeting. Al a minirmum,
the Decision Team Representative represents the team.

6.2.2 Alt Roles | Conduct open discussion of decislon allernatives, crilerla, ranking, issues, elc.

GUIDANGE: Encowage open discussion lo milgate the risk of nol reaching
CoNSensus.

6.2.3 Decision Make Declsion
Maker(s)

6.2.4 Recorder | Record the Declsion
Record the decision in the Decision Matrix. Distribute the Descislon
Package and meeting minutes to the Decision Team, Decision Makers,
~ management, and other relevant stakeholders. :

GUIDANGE: Decision Records are very Impottant. The Decislon Matdx as well
as meeting minutes should be documented.

Fig. 22
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Warld-C

Context:

\“-’,‘;‘

inputs

+ Decision
Package

——

Flow

*From

6.2 Conduct
Decision
Meeting

Pt

%.3 Perform Decision Follow-Up \

110
PUFDOSG! . Address action items, issues, and archive records.

Entry Tasks (Summary) eXit Outputs
+Decislon  [1. Update Decision Package | Peclsion | o .
Package  [2. Communicate Decision Package is Package
and Meeting [3. Address Action ltems and | Completed,

Minutes are j|ssues Reviewed, + Meeting
documented 4. Update Final Declsion Approved Minutes
AND Package by DeCIS)lon
Decision 5. Review, Approve, and Maker(s)
State=C  |Archive Decision Package and [AND Fi .
Meeting Minutes as records | * Decision Flow
Package & CExlt
MeaSUI‘ementS M?Eting Process
»Tolal Cost Minutes are | (Return to
- Total Effort {hours) completed | cayjing
* Decision State & archived. | process)

Roles: Decision Maker(s), Decislon Team, Management
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6.3 DECISION FOLLOW-UP (INTERMEDIATE MODE)

Step Role Action

6.3.1 Decision | Update Decision Package.
Team If necessary, update decision package.

GUIDANGE: Decision Package consists® of Decision Matrix Procedure and
Decision Presentation.

6.3.2 Decision | Communicate Dacision.
Maker(s) It necessary, communicate decision to affacted parties.

GUIDANCE: Ensuie all affected parties are intormed of decison,
6.3.3 Ali Roles | Address Action ftems and lssues

GUINDANCE: Address all action items and iyssues from Decision Mesating.

6.3.4 Decision | Updated Final Decision Package.
Team Complete final Decision Package and ensure meeting minules are
finalized.

Decison Package must be finalized al this point.

6.3.56 Decision |Review, Approve, and Archive Decision Package and Meeting Minutes as
Team records,

GUIDANCE: Decision Maker(s) must approve decision package and dacide
where to archive the documents as records,

Fig. 24
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6.1 PREPARE FOR DECISION (EXPERT MODE) Process Context

Purpose: Ensure that preparation is performed to reach a good decision.

Inputs/Entry Criteria; Process Flow: From Calling Process XOR
6.2 Conduc! Decision Maating

There Is a need for a Major Decision XOR
<Dascision Package (Decision State = A: Need More Information)>

Roles/Activities:
Decision Decislon
Maker(s) Team Management
6.1.3 Confirm Decision | 6.1.1 6.1.2 Approve Team
Maker(s) - ldentify Decislon Maker(s) and Form > Participation

‘L Declslon Team + }

6.1.4
Perform Declsion Matrix Procedure

v

6.1.5 Review and Approve Declsion Package J
6.1.6
y A Decls}
Perform Evaluatlon(s) p B17 Appp;g&l:geec sion
Y
6.1.8 Review & Approve :
Declsion > 6.1.9 Schedule Declsion Meeting
Package
A\

FIGURE 6.1 PREPARATION FLOW CHART
QOutputs/Exit Cillerla:
Process Flow:

Decislon Package reviewed by Declsion Maker(s) & Management ,
AND Dacision meeting scheduled with Decision Maker(s). + 6,2 Conduct Decision Meeling

Fig. 25 o
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6.1 PREPARE FOR DECISION PROCESS (INTERMEDIATE MODE)

Step Role Actlon

8.1.1 | Decision |ldentify Decision Maker(s) and Form Dacision Team

Team GUIDANCE: identify the Senior Manager(s), Sponsor(s), or Management Group(s)
fhat will make the decision. Use established management where appropriats. Select
the most knowledge team members for making a recarmendation o the Decision
Maker(s).

6.1.2 | Manage- |Approve Team Parlicipation ’ :
ment GUIDANCE: Managernent should support staff participating on Decision Teams.

Management should select the most qualified person for the learm (haged on existing
priorities).

6.1.3 | Decision |Confirm Decision Maker(s)
Team GUIDANCE: Decision Maker(s) need lo confirin whether they are the respansible party
far making the decision (please reapond in a timely manner).

8.1.4 | Decision |Perform Decision Malrix Procedure

Team GUIDANGE; Perforin the Decision Matiix Procedure located in the Excel spreadshest
(the procedure is a tah in the workbook). Be sure to updale the Decision Form and the
Decision Advanlages and Disadvantages labs.  Also update the Deciston Malrix

Procadure as information hecomes available.

6.1.5 | AllRoles, |Review and Approve Decision Package , ‘
Facilitated | GUIDANCE: If the decision analysis and evaluation is complex or is going to cast

by considerable time and money, all roles should he meet and approve the decisian
Decision | options, decision criteria, ranking of criteria, and evaluation methods.
Team

6.1.6 | Decision |Perorm Evaluation(s) o

Team Perform evaluation(s), conduct analysls, and document Decision Package
GUIDANCE; Complate the Decision Malrix and document all evalation methods,
The dafaull evaluation method is the Decision Matrix Procedure. Use the Decision
Matrix Form to analyze and document-the results. The Decision Package consists of
the Decision Matrix Procedure results and the Dacision Presemation.

6.1.7 | Manage- | Approve Decision Package :
ment.” | GUIDANCE: The goal is to reach consensus on the declsion (please soe the definition
of consensus in Section 5).

6.1.8 | Decislon |Review and Approve Decislon Package
Maker(s) | GUIDANGE; The goal is to reach consensus on the decision.

6.1.9 | Decision |Schedule Decision Mesting.

Team GUIDANCE: 1t is best il the Decision Maker(s), relavant managemsnt; and the
Decigion Team are. present at the Decision Meeling, However, if therg are tvo many
peoplé than a representative of the Decision Team my present the Decision Team's
recommendation using the Declsion Presentalion Standiard.
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6.2 CONDUCT DECISION MEETING (EXPERT MODE)
Purppse: Make an informed decision:

Inputs/Entry Criteria; ) Process Context
Decision Package reviewed by Decision Maker(s) & Management
Decision meeting scheduled with Decision Makar(s). Process Flow: From 8.1
Roles/Aclivities:
Decision Team Decision Recorder
Representative Maker(s)
6.2.1
Present Decision
Package to
Decision Maker(s)
r 6.2.2 Conduct open discussion of deeislon alternatives, criteria, ranking, Issues, ete.
T l T
6.2.3 Make Decision’ J
v ”
6.2.4 Record the
Declsion
FIGURE 6.2 CONDUCT ROLE FLOW DIAGRAM
Outputs/Exil Criteria: Decision Packags and Moeling Minules are documented.
fo]o]:) wiExit Criteria: Y Decision” Slate A="Mare Information Needed", ga lo 6.1 (Prepare for. ..

Decision) XOR It Decision State C="Final Declsion”, go to 6.3 (Perform Dacision Folliow-Up) XOR it
Decision State B="Na Decision Nesded", Update documentation, Exit and Return to calling process.
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6.2 CONDUCT DECISION MEETING (INTERMEDIATE MODE)

Step Role Action
6.2.1 Decision Declsion Team representative presents Decision Package to Decision Maker(s)
Team

GUIDANCE: Decision Team Representative presents the decision package to
the Decision Maker(s) using the Decision Presentation femplate. If possible, itis
best to have the enlire Decision Team at the Decision Meeting. Al a minimum,
tha Decision Team Repressntative represents the team.

6.2.2 All Rales Conduct open discusslon of declision allernalives, criteria, ranking, issues, elc.

E: Encourage open discussion lo milgate the risk of not teaching

6.2.3 Decision Make Decision
Maker(s)
GUIDANCE; Make a decision that falls into one of the definad 3 states.

6.2.4 Recorder Record the Decision .
Record the decision in the Decision Matrix. Distribute the Decision
Package and mesling minutes to the Decision Team, Decision Makers,
managemant, and other relevant stakehalders.

GUIDANCE: Decision Racords are very imporant. The Decision Malrix as well

as meeting minutes should be documented.
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V4
ré
6.3 PERFORM DECISION FOLLOW-UP (EXPERT MODE) -}

Purposa: Address action items, issues, and archive records.

Inputs/Entry Criterla; Process Flow:
* Dacision Package and Meeting Minutes are documented. + From 6.2 Conduct Decision Meeting

+ AND Decision Stale = C (Final Decision)

ales/Activities:
Declsion : Decision Management

Maker(s) Team

6.3.2 Comlﬁunicate 6.3.1 Update Decision
Decelslon Packape

\ v :

6.3.3 Address Action Ttems and Issues

v

6.3.4 Update Final Declsion
Package

D ;
6.3.5 Review,
Approve, and

Archive Declsion

Package and Meceting
Minutes as records

A

FIGURE 6.3 FOLLOW-UP DECISION DIAGRAM

Qutputs/Exlt Criter(a; Process Flow: Back to calling process. .
Decision Package is Completed, Reviewed, and

Approved by Decision Maker(s) AND ) N

Decision Package and Meeting Minutes are completed and archived,

Fig. 29 -
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6.3 DECISION FOLLOW-UP (INTERMEDIATE MODE)

Step Role Action

6.3.1 Decision | Update Decision Package.
Team i necessary, updale decision package.

GUIDANCE: Decision Packayge consists of Decision Matrix Procedure and
Decision Presenlation. -

6.3.2 Decislon | Communicate Decision.
Maker(s) Il necessary, communicate decision to afiected parties.

GUIDANCE: Ensure all affected parties are inlormed of decison,

6.3.3 All Roles | Address Action Itlems and lssues

6.3.4 Decision | Updated Final Decision Package.
Team . Complete final Decision Package and ensure meeting minutes are
finatized,

o

E: Decison Package must be finalized at this peint,

6.3.5 Dscision | Review, Approve, and Archive Decision Package and Meeling Minutes as
Team records.

GUIDANGE: Decision Maker(s) must approve decision package and dagcide
whete to archive the documents as records.
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7.0 RECORDS
RECORD OWNER LOCATION RECORD MEDIA: CM NUMBER RETENTION/
IDENTIFICATION ELECTRONIC OR DISPOSITION
HARD COPY

Decision Matrix Decision Maker(s)j Project Library | Electronic D1 7 years
Procedure
Decision Presentation Decision Maker(s)| Project Library | Electronic D2 7 years
Meeting Minutaes Decision Maker(s) Project Library | Electronic D3 7 years

8.0 INTERFACES
The Decision Process interfaces with any process that requires & major decision. Examples of processes
that have a major interface to the Declsion Process are:

Deslgn Process

Risk Management Process

Issue Management Process

Program and Project Management Processes

Purchasing Processes

9.0 METRICS
The metrics for the Decision Process are:
Total number of decislons (based on stales)
Total effort per declsion (i.e., total hours per decision)
Total cost per declsion
These metrics can be calculaled from the Decision Malrix Procedure.

10.0 FORMS AND TEMPLATES
The Dacislon Process has ths following lorms and templates:
_.Presentation Template R
Decision Matrix Procedure (includes forms)
Meeting Minutes Template

11.0 TRAINING
Training Is required on the Decision Process.

12.0 EMERGENCY DECISIONS
For an emergency dscision, the following Decision Process modifications are allowed:
Activities may be combined
Meetings may be combined
The meeting minutes may be completed at the end of the process (i.e., after the decislon is
madae)
) The Decision Presentation is optional. --.. -
However, the Decision Matrix must be compleled and used during the decislon. All Decision Process
activities must be completed, and records must be archived within 30 days after the decision.
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Appendix A: Decision Presentation Standard

Section Section Description

Introduction Describe the purpose of the decision, and any relevant background,

Decision Options | Describe the options available to decide from.

Advantages Describe the advantages for each decision option.

Disadvantages Describe the disadvantages for each decision option.

Decision Matrix Cut and paste the Decision Matrix Form from the Decision Matrix
Form Information | Procedure in MS Excel into a slide in MS PowerPoint, or communicate

the information in the Decision Matrix Form any way.

Decision Optionally, include the Decision information fram the forms in lhe
tnformation Decision Matrix Pracedure in the Decision Presentation,

Recommendation | Based on the Decision Matrix Form, make a recommendation of a

decision option to the Decision Maker(s).

Please see online Decision Presentation Template in M8 PowerPoint.

Fig. 32
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- Appendix B: Decision Matrix Procedure

DAR Procedure

Action
Pecform a literature search 1o consider applicable historical data, hivtorical decisions, previous diskent, lessons learned, ¢le.

Documen the decision enleria in the DAR Matrix (in this DAR Workbook)
Rauk the decision criteria by usiug the weights (e.g., vsc leam comsensus for weights)

_Complele the decision options in the DAR Malsix

1 there are ofher evalnation methods besides the DAR Matrix, docwmnent them in the DAR Formi (in this DAR Workboak)
Complete DAR Matriz Form by filling iu scores (¢.g., select a number on a scale 1-5 using teanl consensus)

Use the DAR Marrix weighted tofal bcores 10 help make a recomnendation for  decision

Complete the DAR Form and DAR Advantages/Disadvanages (in this DAR Workbook)

meets the ecision Presentation Standacd,

Continue 10 follow the DAR Piocess.

NOTE: Completing the DAR Workbook is iferative i nature. Use versions 1o keep track of fierations.

Fig. 33
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Lean Process Documentation Design Procedure

Lean Process The following procedure documents the Design Phase for defining a process or sub-process
Documentation on a one-page in a diagrain (i.e., process model).
Design Procedure

Step # Procedure Step
1 Brainstorm the WAR Process Template for the scope of the process to be defined.
Brainstorm all Wark products, all Activities, and all Roles

Guidance: “Roles” usually has the least in humber, and “Activities” usually has
the most in number,

2 If any list in the WAR template has more than 10 (max is 12), then perform an
affinity exercise (i.e,, group like things together in *chunks” of 2-10 things).

Guidance:

s Roles, Work Products, and Activities may all need to be chunked. Usually,
activities will need to be chunked. 1f all lists are 10 items or less, the process
may be defined in one Activity Process Template,

«  Duplicates should be consolidated in all lists.

¢ Activities are the most important to chunk. Look for process chunks such as
“planning”, “control”, and “improvement”, If there is a meefing or an event,
look for “pre”, “during”, and “afier’” chunks. :

»  Name the “chunks” descriptively. The chunks may or may not exist in
reality. For example, a role called “Team” may be new chunk label that
describes 4 other roles together, This team may not exist in an organization,
but is creatcd only for the process.

3 Update the Initial Process Model (i.e., block diagram) to match the activity

chunks, Draw one box for each activity chunk.

Guidance:

» Draw a block diagram, using one box for each activity chunk, understanding
the relationships among the chunks, For example, they all may be sequential
(draw an arrow between the boxes). Or they all may be concurrent (draw a
dotted line between all the boxes).

4 Complete a Process Activity Template for each activity chunk. By completing a

Process Activity Template, all nine-process elements are identified for each

activity chunk.

Guidance: : .

Each Process Activity Template is represented by a box in the Initial Process
Model.

5 Select a process model representation, or decide to represent the processes with
informal diagrams.

Guidance:

The three most popular process modeling approaches are ETVX, SADT, and
Role/Flow. Because of flow charts, Role/Flow is currently the most popular
approach. EIMX is a variation of ETVX, .
6 Document all Design Decisions.
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Lean Process Modeling and Documentation Procedure

L.ean Process The following procedure documents the Lean Process Modeling and Documentation
Modeling and Procedure for the Modeling Stage for defining a process or sub-process on a one-page in a
Documentation diagram (i.e., process model).
Procedure
Step # Procedure Step
1 The goal of this step is to define the 5 W’s (9 process elements) on one page in a

process model or diagram (expert mode) for each Process Activity Template.

»  Using one Process Activity Template at a time, map the nine elements on to
the one page process model diagram (using the process modeling
representation selected in the Design Stage).

Alternative Step: :

» Ifthe Process Activity templates were not used, using the process chunk
identified in the process design stage, define the nine process elements on
one page in the representation selected in design.

Guidance:

e It can be extremely difficult to get the nine process elements on one page.
Sometimes process elements may need to be combined to make room (e.g.,
“Inputs/Entry Criteria” or *Outputs/Exit Crileria or “Roles/Activitics").

s The entire process is usually represented by a Block Diagram. Each Process
Activity Template is represented by a box in the Initial Process Model,

2 Repeat step one for each Process Activity Template.

Guidance: .

Each Process Activity Template is a sub-process, and needs a expert mode
diagram or process model.

3 For intermediate mode, create an ordered process table. Each step must map back
to an activity in the process model.

Guidance:
Each step in the process mode! diagram is in expert mode, Each expert mode step
usually needs more sub-steps or more detailed explanation for an intermediate
mode.
4 For each step in the Inlermediate Mode Process Table, think of guidance or
lessons learned. Use a “Guidance” Jabel to document guidance and lessons
learned. Guidance is not required for every step.
5 Once the expert mode process models or diagrams and the intermediate mode
tables are completed, verify and validate them. Once this is completed, perform
the following procedures for each policy, standard, and procedure:

» . Procedure for Developing a Lean Policy

s Procedure for Developing a Lean Standard

»  Procedure for Developing a Lean Procedure

»  Procedure for Developing a Lean Process Guide
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Procedure for Developing a Lean Procedure

Procedure The purpose of a procedure is to describe step-by-siep instructions or "how-1o" information.
Purpose

Definition of a The definition of a procedure is “a process document that is a set of activities or steps that
Procedure describe *how 1o’ information, and is represented in a Checklist, Form, or Ordered Table.
Pracedure fora  This procedure documents the steps for the Process Modeling Stage for defining procedures

Lean Procedure  on one-page.

Step # Procedure Step
1 Title the procedure starting with an action verb, and focus the title on the main
output of the procedure. Use descriptive language to name the procedure,

Example: A procedure for estimating the cost of a project could be called:
“BEstimate Project Cost Procedure”,

Guidance:

Try to use action verbs in their simplest form for the first word of a procedure
(e.g., use “Estimate” over “Bstimated” or “Estimating”),

2 Decide whether to use a Checklist, Form, or Ordered Table, Use the following
guidelines to make a decision:

If the primary purpose of the procedure is to:

¢  Collect data and/or information: Use a Form

«  Perform activities in a certain order: Use an Ordered Table

«  Perform a collection of activities in most any order: Use a Checklist

Guidance:

o The primary purpose of a procedure should guide the selection of procedure
type. A checklist may have some order imposed on it. An ordered (able may
have a un-ordered checklist in it. Some data may be collected on a checklist
or ordered table. However, the primary purpose makes the choosing the
procedure ype repeatable, )

3 All Procedures:

»  Use the procedure templates for a Checklist or an Ordered Table.

¢ Use descriptive language when documenting procedure steps.

«  Keep pracedures focused on a single usage scenario.

o Ifpossible, order the information in a logical flow or presentation,

»  Keep procedures to one page.

¢« If appropriate, chunk the procedure into logical groups and label the chunks,

Order Tables: Develop the procedure steps starting using action verbs for the first

word, !

the checklist items as questions,
Forms: If developing a form, focus on the precise data and information to be”
collected. Provide operational definitions for complex dafa.
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Meéting Minutes Template

Meetihg Agenda - Use the {able below to document meeting information.

[tem : Information
Meeting Title (what)
Meeting Purpose (why)
Attendance (who)

Date and Time (when)
Location (where)

Meeting Agenda  Use the table below 1o document the meeting agenda:

# Agenda Ttem Description
1
2
3
4
Action Items Use the table below to document action items:
# Action ltem Description
1
2
3
Issues Use the table below to document issues:
# Tssue Description
7 -
2
3
Decision/ Use the table below to document decisions and agreements:
Agreements
# Decision/Agreement Description
1
2
3

Fig. 38
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Checklist Template

Checklist Title  The following checklist provides requirements for. ..

v | Ttem Item Deseription

[ RS DU (DS JRIS U
by g bl P bt b= R e R T N P e )

Fig. 39

Procedure (Ordered Table) Template

Procedure The following procedure provides requirements for ... This procedure is
intended to be performed in the order of the steps. '

Ttem Procedure Step
: ‘

O~ |n{=iWwito

Fig. 40
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Procedure for Developing a Lean Standard

Purposeof a The purpose of a standard is to make work prodicts more repeatable. Staridards should
Standard identify & section number, a name of a section, and the description of what goes inta each
section. Required and optional sections should be labeled as such.

Definition of a The definition of & standard is “a process document that is comprised of sections numbes,
Standard section names, and textual descriptions of what goes into each section.” Standards usually
focus on work products, but there also can be standards for any type of document.

Procedure fora  This procedure documents the steps for the Process Modeling Stage for defining standards on

Lean Standard one-page.
Step # Procedure Step
] Title the standard “<Name of Work Product> Standard”. For example, if the
work product name is “Project Plan”, then title the standard “Project Planning
Standard”,
Guidance:

You may name the standard whatever you want, but a descriptive name is best for
people to understand what the standard is for,

2 List the sections that the work product should have. This can be done in a table,
or by listing the sections using section numbers. 1f you use a table, then the
sections can be numbered, or a column can be added for the number.

Example for Pioject Plan;
Section 1: Iniroduction

Section 2:; Project Overview
Section 3; Risk Management
Ete.

Guidance: v

o Although section numbes are optional, standards should have section
numbers that actually become section numbers in the work products.

3 For each section, describe what goes into that section. Be as concise as possible,

providing a repeatable definition for each section.

Example: Section 2: Project Overview: :

Describe the purpose and objectives of the project, Describe why the project
exists, and what the project is trying to accomplish, Provide a brief over of the
project.

Guidance:

« - Usc industry standards and books to help you.
«  Be as precise and concise as possible.

4 Although eacly standard should be on one page, standards may be combined <
topether into a standards document. Another option is to define the standardin - | . -
the process guide along with the other process documentation (e.g., policies,
standards, processes, and procedures in one document for a given process).
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Purpose of a
Policy

Policy Definition

Procedure for a
Lean Policy

Procedure for Developing a Lean Policy

The purpose of a policy for an organization is for senior management (o provide guiding
principles and direction for the way the organization does business;

The definition of a policy is “a process document that is based upon principles that guide and
constrain an organization with respect to a specific process or topic.” Polices can have
definitions and/or operational definitions,

This procedure documents the steps for the Process Madeling Stage for defining policies on
one-page. ) :

Step # Procedure Step

I Title the policy “<Name of Process> Policy”. For example, if the process name Is
Project Planning, then title the Policy “Project Planning Policy™.

Guidance:
You may name the policy whatever you want, but a descriptive name is best for
people to understand what the policy is for,

2 Regarding the process, define the vital few principles that you want the
organization to follow (e.g., 7 plus or minus two principles), and management to
enforce. This can be done in a table, or by listing the principles using numbers or
bullets. '

Examiple for Project Planning:
Project Plans: “All projects will develop project plans following the approved
Project Plan Standard”,

Guidance: .
¢ Good sources for process principles come from industry standards and good
books. )

+  Optionally, each principle may be labeled for summary purposes and ease of
reading. If tables are used, a third column may be added.

3 Since senior management owns policies, an “Authorization” or “Approval”
section should be added (optional section).

Guidance:

+  Senfor managemient should review, approve, and own the policies,

« - The “Authorization" or “Approval” section is optional, but is highly
recommended to show sponsorship of the policy.

4 if needed, policies may have definitions and operational definitions,

Guidance:
An operational definition should be repeatable and measurable,

5 Althiough each process policy should be on one page, policies may be combined
together into a policy document.- Another option is to define the policy in the <
pracess guide along witli the other process documentation (e.g., policies, . - 1

standards, processes; and procedures defined together for a given process).
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Procedure for Developing a Lean Process Guide

Procedure for a This procedure documents the steps for the Process Modeling Stage for defining a lean
Lean Process process guide.
Guide

Step # Procedure Step
t Title the process guide descriptive language 1o name the process,

Example: The title of a process guide for planning a project could be:
“Project Planning Process Guide”.

2 Develop the process guide following the Process Guide Standard.
QGuidance:
«  Try to keep the process guide short and usable.
«  The process guide is like a user guide. 1t is the primary package that the
user/customer will see and use.
« Make the process guide as professional and well writlen as possible.
¢ The user/customer may add and delete sections. Try to be as flexible as
possible regarding sections,
3 Use ihe following checklist to check the process guide;

+ Does the process guide match the process models?

«  Does {he process guide malch the process description tables?

o Duoes the customer/user want the policies, standards and procedures
combined in the process guide? Or in separate documents (e.g., a policy
manual, a standards manual, or procedures manual).

«  Have the policies, standards, and procedures been kept to 1 page each?

o Has the process guide been verified? k

o+ Has the process guide been validated?

«  Has the process guide been gramuiiar checked?

+ Isthe process guide spell checked?

» Have the process guide been edited (e.g., by a professional editor)?

+  Has the process guide been backed up?
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Process Guide
Goal

Process Guide
Standard

Prdcess Guide Standard

The goal of the Process Guide is to keep it as short and usable as possible.
Guidelines are 2 pages per sub-process, and 1 page per policy, standard, or
procedure. A good goal is less than 20 pages per process (e.g., with about 4 sub-
processes).

The following standard provides required sections of a Process Guide.

# Seciion Description

1 jPurpose Describe the purpose of the process guide.

2 | Scope Describe the scope of the process guide. Scope should
include the process scope, technical scope, when
process is used, time (e.g., schedule), and
organizational scope. Sometimes policies can be
added to scope.

3 | Audience Describe the audience of the process guide, There can
a primary audiences and secondary audiences.

4 | Usage Describe the usage scenarios for the primary audiences
(secondary andiences are optional),

5 | Definitions and Define process terminology and provide any

References references.

6 | Process Models Describe the overall process model. Each subsection
(i.e., sub-process) of this section should be a process
model! in expert mode (answering the 5 W's) and a
pracess description table in intermediate mode. Each
sub-process should be 2 pages (1 page expert mode
and 1 page intermediate mode).

7 | Records List the documents of the process and how they will be
stored (e.g., for ISSO purposes).

8 [ Interfaces Describe the interfaces to other activities (i.e.,
functions, processes, sub-processes, and procedures).

9 | Metrics Describe any metrics (e.g., process effort, process cost,
schedule; quality, et¢.)

10 | Forms and Templates | Document any process forms and templates.

11 { Training Describe the requirements for training the process.

12 | Miscellaneous Feel fice to tailor the standard and any sections.

13 } Appendixes Feel free to add appendices such as policies, standards,

procedures, etc.
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Process WAR Template: CM Process
Work Products Whiat work produets are used and produced by this proeess?
1D Code Name and Description of Work Produets N
1 Baseline
. 2 CCB Meeting Minutes
3 Change Request (CR)
4 CM System
S Configuration Audit Report
6 Configuration 1dentification Report
7 Configuration llem (CI) |
8 CR/PR Trend Report
9 Organizational CM Plan
10 Problem Report (PR)
11 Project CM Plan
12 Project Plan
Activities What activities are performed?
ID Code Name and Description of Activities
7.0 CM Process
7.1 Perform CM Planning
7.1.1 Assign Project CM Plan to CM Lead
7.1.2 Develop Project CM Plan according to CM Plan Standard
7.1.3 Review Project CM Plan
7.14 Perform Bstablish CM System Procedurs
7.1.5 Approve Project CM Plan
7.2 Perform Configuration Control
7.2.1 Establish and Approve Baselines
7.2.2 Submit CR/PR
7.2.3 Perform Check-in/Check-out Procedure
7.24 Perform CM Administration
7.2.5 Perform Conduct CCB Meeting Procedure
7.2.6 Perform Cliange Conlrol Procedure
7.2.7 Approve Release
7.2.8 Perform Release Procedure
1.3 Perfarm Configuration Status Accounting
7.3.1 Request CM Reports
7.3.2 Produce CCB Meeting Minutes
7.3.3 Produce CM Reporl(s) according to CM Report Standards —
7.3.4 If Applicable, Review CM Report(s) ]
7.3.5 Approve and Communicate CM Report(s)
7.3.6 Confirm CM Report(s)
. 74 Perform CM Audits
7.4.1 Request CM Audit L
142 Conduct CM Audit According to Appropriate CM Checklist
743 Produce CM: Audit Report According to CM Audit Report Standard
7.4.4 If Applicable, Review CM Audit Reporl
74.5 Approve and Communicate CM Audit Report
7.4.6 Confirm CM Audit Report
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Roles

Process WAR Template: CM Process, continued

Who is involved in this process?

1D Cade Name and Description of Role

Configuration Control Board (CCB)

Configuration Management (CM) Auditor

Configuration Managemen! (CM) Lead

Developers

Projecl Manager (PM)

Qualily Assurance (QA)

oAl o lbd =

Requester
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Purpose

Inputs

Entry Criteria

Activities
Performed by:

Process Activity Template: 7.1 Perform CM Planning

Why is this activity (i.e., process or sub-process) performed?

Define a complete Project CM Plan that meets project needs,

What work products are used by this activity?

Work product name or ID

Source activity name or ID

9. Orpanizational CM Plan

2. Organizational Planning Process

12, Project Plan

3. Project Planning Process

When can this activity begin?

State or Condition Process Flow: From Activity [and]

‘ lor]
Project initiated 3. Project Planning Process AND
Draft Project Plan 3. Project Planning Process AND

Organizational CM Plan is approved and
meets CM Standard.

2. Organizational Planning Process

Who is responsible for performing this activity? List all process steps (activities) and

roles performing activity (if known),

ID of Role ID ol Activity
5.PM 7.1,1 Assign Project CM Plan to CM Lead .
3. CM Lead 7.1.2 Develop Project CM Plan according to CM Plan Standard
All Active Roles 7.1.3 Review Project CM Plan
3. CM Lead 7.1.4 Perform Bstablish Project CM System Procedure
6, QA 7.1.5 Approve Project CM Plan

Fig. 47
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Sub-Proceses
and Procedures

Outputs

Exit Criteria

Process Context

Process Activity Template: 7.1 Perform CM Planning, continued

How is this activity implemented? (Only list procedures and sub-processes)

1D Sub-Processes) and/or Procedures

7.14

Perform Establish Project CM System Procedure.

What work products are produced hy this activity?

Work product name or ID Destination activity or 1D ]
11, Project CM Plan 7.2 — 7.4 of CM Process
. CM System 7.2 — 7.4 of CM Process
When is this activity completed? What activity is next?
State or Condition Process Flow: To Activity [and}
or]
Project CM Plan is reviewed, approved, 7.2 = 7.4 of CM Process AND
and maiches CM standard
CM System set-up correctly 7.2 - 174 of CM Process AND

Parent ID: 7.0 CM Process
Sibling IDs: 7.2 - 74

" Children ID’s: None

Where is process performed? N/A
Who is Process Owner? CM Lead
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Purpose

Inputs

Entry Criteria

Activities
Performed by:

Process Activity Template: 7.2 Perform Configuration Control

Why is this activity (i.e., process or sub-process) performed?

Conduct CCB Meetings, control baselines, CI's and CR/PRs.

What work products are used by this activity?

Work product name or ID Source activity name or ID
9, Organizational CM Plan 3. Project Planning Process
12. Project CM Plan 7.1 Perform CM Planning
4. CM Systeni 7.1 Perform CM Planning )

When can this activity begin?

State or Condition Process Flow: From Activity {and]

[or]

Approved Organizational CM Plan 2, Organizational Planning Process AND

Approved Project CM Plan 7.1 Perform CM Planning AND
CM System sel-up correctly 7.1 Perform CM Planning

1D of Role ) ID of Activity
1.CCB 7.2.1 Establish and Approve Baselines
7. Requester 7.2.2 Submit CR/PR
4. Developers 7.2.3 Perform Check-In/ Check-Out Procedure
3. CM Lead 7.2.4 Perform CM Administration
| 1.CCB 7.2.5 Perform Conduct CCB Meeting Procedure
All Active Roles 7.2.6 Perform Change Control Procedure
1. CCB 7.2.7 Approve Release
3, CM Lead 7.2.8 Perform Release Procedure

Who is responsible for performing this activity? List all process steps (activitics) and
roles performing activity (if known).
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Sub-Processes
and Procedures

Outputs

Exit Criteria

Process Context

Process Activity Template: 7.2 Perform Configuration Control, cont.

How is this activity implemented? (Only list procedures and sub-processes)

D Sub-Processes) and/or Procedures

723 | Perform Check-In/ Check-Out Procedure
7.2.5 Perform Conduc! CCB Meeting Procedure
7.2.6 Perform Change Control Procedure

7.2.8 Perform Release Procedure

What work products are produced by this activity?

Work product name or 1D

Destination activity or 1D

1. Baselines

7.2 - 1.4 of CM Process (Default process is
7.2 Perform Configuration Control)

3.CRs 7.2 7.4 of CM Process (Default process is
7.2 Perform Configuration Control)

7.Cls 7.2 = 7.4 of CM Process (Default process is
7.2 Perform Configuration Control)

10, PRs 7.2 — 7.4 of CM Process (Default process is

7.2 Perform Configuration Control)

When is this uctivity completed? What activity is next?

State or Condition Process Flow: To Activity fand]
l for]
Baselines, CI’s, CR/PR’s are controlled 7.2 = 7.4 of CM Process (Default AND
process is 7.2 Perform Configuration
Control)
CCB Meetings Conducted 7.2 - 7.4 of CM Process (Default AND

process is 7.2 Perform Configuration
Control)

CM Performed according to CM
Procedures

7.2 — 7.4 of CM Process (Default
process is 7.2 Perform Configuration
Control)

Parent 1D: 7.0 CM Process
Sibling IDs; 72 - 174

Children 1D’s: None

Where is process perfornied? N/A
Who is Process Owner? CM Lead
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Purpose

Inputs

Entry Criteria

Activities

Process Activity Template: 7.3 Perform CSA

Why is this activity (i.e.,, process or sub-process) performed?

Produce CM reports and provide CM status to requesters.

What work products are used by this activity?

Work product name or [D

Source activity name or ID

9. Organizational CM Plan

2. Organizational Planning Process

12, Project CM Plan

7.1 Perform CM Planning

4. CM System

7.1 Perform CM Planning

When can this activity begin?

State or Condition Process Flow: From Activity {and]

[or]

Approved Organizational CM Plan 2. Organizational Planning Process AND

Approved Project CM Plan 7.1 Perform CM Planning AND
CM System set-up correctly 7.1 Perform CM Planning

Performed by:

Who is responsible for performing this activity? List all process steps (activities) and

. roles performing activity (if known),

ID of Role

1D of Activity

7. Requester

7.3.1 Request CM Report(s)

1. CCB 7.3.2 Produce CCB Meeting Minutes

3. CM Lead

7.3.3 Produce CM Report(s) according to CM Report Standards

All Active Roles

7.3.4 If Applicable, Review CM Report(s)

1.CCB 7.3.5 Approve and Communicate CM Report(s)

7. Requester

7.3.6 Confirm CM Report(s)
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Process Activity Template: 7.3 Perform CSA, continued

Sub-Processes How is this activity implemented? (Only list procedures and sub-processes)
and Procedures ’

ID - Sub-Processes) and/or Procedures
N/A

Outputs What work products are produced by this activity?

Work product name or ID Destination activity or ID
CM Reports (2, 3,5, 6,7, 8, 10) 7.2 Perform Configuration Controt OR
Requesting Process

Exit Criteria When is this activity completed? What activity is next?

State or Condition Process Flow: To Activity [and]
for]

CM Reports meet CM Standards and are 7.2 Perform Configuration Control
Reviewed, Approved, and Confirmed (if OR Requesting Process
Applicable)

Process Context Parent ID: 7.0 CM Process
Sibling IDs: 7.2~7.4
" Children 1D's: None
Where is process performed? N/A
Who is Process Owner? CM Lead
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Purpose

Inputs

Entry Criteria

Activities

Process Activity Template: 7.4 Perform CM Audits

Why is this activity (i.e., process or sub-proc

ess) performed?

Perform a CM Audit to ensure product inlegrity.

What work products are used by this activity?

Work product name or ID

Source activity name or ID

1. Baseline

7.2 Perform Configuration Control

4, CM System

7.1 Perform CM Planning

9. Organizational CM Plan

2, Organizational Planning Process

12, Project CM Plan

7.1 Perform CM Planning

When can this activity begin?

State or Condition Process Flow: From Activity [and]

for]

Approved Organijzational CM Plan 2. Organizational Planning Process AND

Approved Project CM Plan 7.1 Perform CM Planning AND

CM System sel-up correctly 7.1 Perform CM Planning AND

Baseline 7.2 Perform Configuration Control AND
Request for CM Audit Requesting Process

Performed by:

Who is responsible for performing this activity? List all process steps (activities) and

roles performing activity (if known).

Checklist

ID of Role 1D of Activity
7. Requesisr 7.4.1 Request CM Audit
2, CM Auditor 7.4.2 Conduct CM Audit According to Appropriate CM Audit

2. CM Auditor
Standard

74.3 Produce CM Audit Report According to CM Audit Repoit

All Active Roles 7.4.4 1f Applicabl

e, Review CM Audit Report

2. CM Auditor

7.4.5 Approve and Communicate CM Audit Report

7. Requester

7.4.6 Confirm CM Audit Report
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Process Activity Template: 7.4 Perform CM Audits, continued

Sub-Processes How is this activity implemented? (Only list procedurces and sub-processes)
and Procedures

1D Sub-Processes and/or Procedures
74.2 Conduct CM Audit According to Appropriate CM Audit Checklist

Outputs What work products are produced by this activity?
Work product name or ID Destination activity or ID
CM Reports (2,3, 5, 6,7, 8, 10) 7.2 Perform Configuration Contro! OR

Requesting Process

Exit Criteria When is this activity completed? What activity is next?

State or Condition Process Flow: To Activity {and]
| lor}

CM Audit Report meets Standard AND 7.2 Perform Configuration Centrol
Reviewed, Approved, and Confirmed (If OR Requesting Process
Applicable)

Process Context  Parent ID: 7.0 CM Process
Sibting IDs: 7.2~ 74
Children 1D’s: None
* Where is process performed? N/A
Who is Process Owner? CM Auditor
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1.0 PURPOSE
The purposé of the Configuration Management (CM) process is to help organizalions, programs, projects,
and mairienance projects to achieve product integrity.

2.0 SCOPE
CM is implemented Ihroughiout the product life cycle, and CM is implemenled for externally deliverable
products, deslgnated internat work products, and designated support lools.

3.0 AUDIENCE

The primary audiences for this process are:
» Configuration Control Board (CCB)

» CM Lead

+ Daveloper

+ Tester/Quality Assurance

The secondary audiences for his process are:
+ Engineering Pracess Group (EPG)

+ Project Manager (PM) or Manager

+ Requester (e.g., CR/PR)

+ Senior Management

4.0 USAGE

The primary uses of this process are:

+ Develop Project CM Plan

Gonduct CCB meetings

Establish basslines

+ Manage changes lo Cl's

+ Manage CRs/PARs to baselines

+ Perform CM status accounting and produce CM reports
» Conduct CM baseline audits

5.0 ACRONYMS

CCB Configuration Controt Board

Cl Configuralion ltem

CM Configuration Management

CR Change Request

CSA Conlfiguration Status Accounting
EPG Engineering Process Group

PM Project Manager

PR Problem Report

QA Quality Assurance

6.0 REFERENCES
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7.0 BLOCK DIAGRAM OF THE CM PROCESS

120
Configuration Management Process i /
7.1 Perform 7.2 Perform
CM Planning Configuration
Control

e AN BN NS AB NN RS A e A B R S AAR A NNMIRNER AR AR RN UGB IO RN NN NI BN RN I P EREIO NGRS R AR I RN R RRY

7.3 Perform 7.4 Perform

Configuration CM
Status : Audits
Accounting

This block diagram describes the CM process stages (NOTE: The dashed lines in the block diagram
above represerit concurrency, For example, Perform Configuration Gontrol, Canfiguration Slatus
Accounting, and CM Audils could all be happening al one time).

Perform CM Planning (7.1): This process describes how to devalop, review, and approve & CM Plan, as
well as providing a procedure for establishing a CM system.

Perform Configuration Control (7.2): This process describes controlling changes to baselines and
configuration ilems. The process also contains the procedures for change control, conducling CCB
meetings, and release,

Perform Configuration Status Accounting (7.3): This process describes the required reports for
configuration idanlification, configuration control, and canfiguration audits.

Perform CM Audlts (7.4): This process describes how to perform a CM audit for the requirements, code,
and product baselines,

General Entry Criteria for CM Process:

» Establish an organizational palicy for planning and performing the GM process.
+ Provide adequate resources for performing the CM process

+ Assign responsibility and authority for performing the CM process.

+ Train the people performing or supporting the CM procass as needed.

- Relevant stakehclders of the CM process have been identified.
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INPUTS/ENTRY CRITERIA:

ROLES & ACTIVITIES:

7.1 Perform CM Planning
PURPOSE: Define a compléte Project CM Plan that meeéls project needs:

+ Project initiated AND Draft Project Plan AND
+ Organizational CM Plan is approved and meets CM Standard.

-—130

PROCESS CONTEXT

Project
Manager CM Lead QA
7.1.1 Asslgn
Project CM Plan
to CM Lead
7.1.2 Develop Praject CM Plan
according to CM Plan Standard
7.1.3 Review Project GM Plan
Y

7.1.4 Perform Establish Project CM
System Procedure

7.1.5 Approve Project CM Plan

OUTPUTS/EXIT CRITERIA:

CM Systam sel-up corractly

«  Project CM Plan reviewed, approved,
and matches CM standard AND

PROCESS FLOW:
From: 3. Project Planning Process
Ta: 7.2 Perform Configuration Control
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7.1 Perform CM Plannlng

Step # Process Step- -

7.1.1 | PM: Assign Project CM Plan to CM Lead

- Al the appropriate time in the project (typically during praject planning), the PM assigns the
Project’s CM Plan development to the CM Lead.

GUIDANGE: )

A CM Lead should have expereinca in setting up CM sysleing and perlorming GM.

7.1.2 |CM Lead: Develop Project CM Plan according to CM Plan Standard
+ The CM Lead can define the CM Plan 2 ways:
» Use the Organizational CM Plan and Project Plan:CM Section (recommended) OR
« Produce a new Project CM Plan based on the CM Plan Standard In Appendix B.
GUIDANGE:
© Rausing the Qrganizational CM Plan is recommendad.
When new CM tools are used, or a cusiomer CM process is Imposaed, a saparate Project
CM Plan may be requirad. The separate Project CM Plan must follow the CM Plan
Slandard in Appendix B. '
Thers are axample completed Project OM plang on the Qrganizalional Process Assel
Waebslle.

7.1.3 | All Roles: Review Project CM Plan

+ The PM, CM Lead, and QA are required to review the CM Plan,

+ QA should review the all CM Plans against the CM Plan Standard.
GUIDANCE:

Itis recommended 1o include the Project Team in the review.

7.1.4 |CM Lead: Perform Establish CM System Procedure

« The CM Lead sets up the CM syslem for the project according 1o the Eslablish CM System
Procedure In Appendix E,

This task is performed concurrently with 7.1.5 and 7.1.6.

7.1.5 [QA: Approve Project CM Plan
- QA approves the Project's CM Plan and ensures the approved plan is placed on the
Project's officlal website. .
« The Cm Lead should perform any rework the QA identiifes.
- If the Project and QA disagree, follow the escalation procedure in the QA Process.
GUIDANGE:
QA should ensure the OM Process and M Plan Standard are {ollowed.
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INPUTS/ENTRY CRITERIA: .
CM System set-up correctly

ROLES & ACTIVITIES:

Developers CM Lead

7.2 Perform Configuration Control
PURPOSE: Conduct CCB Maetings, control baselines, CI's and CR/PRs.

. Approved Organizalional and Project CM Plans AND

cCB

Start

1 lfj;_14o

PROCESS CONTEXT

Requester

y ¥

7.2.3 Perform 7.2.4 Perform 7.2.1 Establish 7.2.2 Submit
Check-In/ cM and Approve CR/PR
Check-Out Administration Baselines
Procedure

7.2.5 Perfarm
Conduct CCB
Meeting Procedure
b A i Y

v

7.2.6 Perform Change Control Procedure

v

7.2.7 Approve
Release

v

7.2.8 Perform

Release
| Procedure

i

OUTPUTS/EXIT CRITERIA:

+ Baselines, Cl's, CR/PR's are controtled AND
+ CCB Mestings Conducted AND

+ CM Performed according lo CM Procedures

PROCESS FLOW:

From: 7.1 Perform CM Planning
To: CM Concurrent Processes (7.2-7.4)
(Default Is 7.2 Pertorm Contlg. Control)
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7.2 Perform Configuration Control

Step # Process Step

7.2.1 | CCB: Establish and Approve Baslines
Al the appropriale time, the CCB establishes and appravas baselines (e.g., Requirements,
Cods, and Product Baselines).
GUIDANGE:
Baselines shauld not be established loo sarly whan there is too much change, or 00 lata whan
Ihare s lille or no henefil of the bassline, Basslines should be established whan most Cl's
become stable.

7.2.2  |Requester: Submit CR/PR
- The Requester submits a CR or PR against a Cl or Baseline.
GUINANCE:

Aryoha who has aceass 1o the CM toal can be a Requester,

7.2.3 | Developer: Perform Check-In/Check-Out Procedure

+ The Devaloper should periorm e appropriale Check-In/Check-Out Procedure for the CM
loo! used each time a Clis checked in ar out.

GUIDANCE:

Please see the Organizational CM Plan appendices for proper Chosk-inlCheck-Out Procedurs

for the GM varsion management taol usad on your project.

7.2.4 |CMLead: Perform CM Administration

GUIDANGE:

The CM Lead performs appropriale CM adrinistration for the project such as back-ups, disaster
recavery, cold starls, wartm starts, eic.

7.2.5 | CCB: Perform Conduct CCB Meeting Procedure

The CCB periorms the Conduct GCB Meeting Procedure in Appendix G.
GUIDANCE:
CCB should document CCB Meesling Minulas aflar vach meeling.

7.2.6 | Al Roles: Perform Change Control Procedure

GUIDANGE:
The Perlorm Change Control Procedure can be tailored 1o each CM dafact tracking ool and
o each project.
Although the GM defect tracking tool usually managus change control slates, the CCB Is
primarily responsible for the Parlorm Ghange Control Procadure. ’

7.2.7 |CCB: Approve Release
+ Only the CCB can authorize and approve releass(s).
+ Releasss should be documented (e.g., in CCB Meeting Minutes).

7.2.8 | CMLead: Perform Release Procedure

. Releases miist be performed according to the Release Procedure.

- Relsases must consist only of controlled baselines and Cl's.

GUIDANCE;

. Releasas can be parlormed by other professionals hesides the CM Lead.

. Please seo the Organizational CM Plan appendices for lajlored Release Piogedures, The
project may also tailor the Relsase Procodure (but it must be approved by QA).
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7.3 Perform Conflguration Status Accounting

PURPOSE' Produce CMreports and provide CM status to requesters. =150

.
»
.
.
.
.
v
H
»

INPUTS/ENTRY CRITERIA: PROCESS CONTEXT
+ Approved Organizational and Project CM Plan AND CM System Set Up AND
. CM report requests (Periodic; Evenl Driven; Ad hoc)

ROLES & ACTIVITIES:

CM Lead Requester ) cCcB
Y
73 Reques oM 7.3.2 Produce
CCB Meeting
Minutes
7.3.3 Produce CM Report(s)
According to CM Report
Standards
A
7.3.4 It Applicable, Review CM Report(s)
7.3.5 Approve and
Communicate CM Report(s)
7.3.6 Confirm CM
Report(s)
OQUTPUTS/EXIT CRITERIA: : PROCESS FLOW:
+ CM Rapori(s) mest CM Standard(s) AND From: 7.1 or 7.2 or Requesting Process
Reviewed, Approved, and Conlirmed To: 7.2 Perform Configuration Control
(11 Applicabls) ar return to requesting process
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7.3 Perform Configuration Status Accounting

Step # Process Step

7.3.1 |Bequester: Request CM Report(s)

+ Anyonecan request a CM Report (e.g., CCB, CM Auditor, Manager}.

GUIDANCE: :

Anyone can be a requester. Generally GM Leads produce GM raports, but alher roles can
produce GM reports.

7.3.2 |CCB: Produce CCB Meeting Minutes

+ The CCBis required lo produce CCB Meeting Minutes.

GUIDANGE:

Anyons on the CCB can produce the CCB Meeting Minutes. The minutes should be filad In the
appropriate file.

7.3.3 |CMLead: Produce CM Report(s) according to CM Report Standards
CM Reports must contain the minimum conlent as required by the appropriate CM Report
Standards.
+ The required reporls are: ‘
»  Configuration identification Reporl for Baselines
+  CCB Mesting Minutes
CM Audit Report
. CM Reports are due according to CM Plan. CM Reports are due perlodlcally (e.g., CCB
Mesting Minutes), event driven (CM Audit Reports), and ad hoc (management requesls).
GUIDANGE:
Plaase see the appropriate GM Report Slandards in Appendix C.

7.3.4 | AlLRoles: !lf Applicable, Review CM Report(s)

« lfthe CM report needs to be reviewed, have the appropriale reviewers (e.g., CCBY) review the
report for quality and accuracy.

GUIDANGE:

This slep is oplional. For important reparts (6.4, the Conliguration denfiicalion Report), have

the report reviewed for qualily and accuracy (s.g., by the CM Lead and/or CM Auditor).

7.3.5 |CCB: Approve and Communicate CM Report(s)

+ it a CM report needs to be approved, the GCB should approve them (e.g., CCB Meeling
Minutes). :

+ The CCB should ensure that CM Feporls are communicated and made available to relevant
stakeholders. :

GUIDANGE:

- CCB should docurnent, review, and approve CCB Meeting Minules afler each meeting.

- Distribuluin can just be commmunicating the location of reports or infortormation.

7.3.6 |Requester: Confirm CM Report(s)

- After requesting a CM Report, the Requester shouid canfirm that the report is received and
meets the Requester's needs.

GUIDANGE: :

The Raquester should acknowledga that a report meats hls or hat naeds,
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160
/

n
El

7.4 Perform CM Audits

PURPQOSE: Perform a CM Audit to ensure product integrity.

INFUTS/ENTRY CRITERIA: PROCESS CONTEXT
+ Baseline AND CM Systam Set-Up AND
+ Request for CM Audit {According to CM Plan; Ad Hoc) AND

Approved Organizational AND Project CM Plans

ROLES & ACTIVITIES:

CM Auditor Requester ccB
7.4.2 Conduct CM Audit
4.1 Request CM
According to Appropriate |4 7 :Sdﬁs
CM Audit Checklist

v

7.4.3 Produce CM Audit
Report According to CM
Audit Standard

l
I

7.4.5 Approve and
Communicate CM Audit

7.4.4 If Applicable, Review CM Audit Report

Report
7.4.6 Receive CM Audit
Report
QUTPUTS/EXIT CRITERIA: PROCESS FLOW:
CM Audit Report meets Standard AND From: 7.1 or 7.2 or Requesting Process
Reviewed and Approved and Contirmed To: 7.2 Pertorm Configuration Conlrol
(if applicable) or return to Requesting Process
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7.4 Perform CM Audlits

| Step # Process Step

7.4.1 |Begquester: Request CM Audit

. CM Audits are usually scheduled in the CM Plan around baselines, but can be raquested ad
hoc by a manager or a CCB.

+ A Requesler can be a CCB, a manager, the CM Lead, ar even the CM Auditor.

GUIDANGE: ‘

CM Audits should be scheduled and performet around major baselines. Racornmanded

bagslines are Requirements Paseline (hefore coding is done); Coda Baseline (hefore tasting Is

done); and Product Baseling (hefore delivery to custormer or belore pul into operations).

7.4.2 CM Auditor: Conduct CM Audit According to Appropriate CM Audit Checklist

. Conduct the CM Audit {e.g., of the GM Baseline) according lo the appropriate GM Audit
Checklist in Appendix D.

+ The CM Auditor must have product knowledge in order to know what versions of what Cl's
belang in a baseline.

GUIDANGE:

¢+ The GM Auditor is usually the CM Lead.
CM audlits can also be partially automaled by using audit reporte from & CM version
managemen tool, Simply attach the automated CM Auditrepart from the 100l to the audil
checklist, The automated GM audit reports shauld also be defined in the Drganizalional CM
Plan.

7.4.3 CM Audltor: Produce CM Audit Report According 1o CM Audit Report Standard

« CM Audit Report must contain the minimum conlent as required by the CM Audil Report
Standard.

+ The CM Audit Report Is required.

GUIDANGE:

Pleass sea tha appropriate CM Repart Blandards in Appendix C.

7.4.4 | All Roles: if Applicable, Review CM Audit Report
If the audit report needs lo be reviewed, have the appropriale reviewaers (e.g., CCB) review
the audit report for qualily and accuracy.

GUIDAMCE:

This step is optional bul recormmended.

7.4.5 |CM Auditor: Approve and Gommunlicate CM Audit Report

. Th_e‘CM Audilor has the authority in this sub-process. The CM Auditor can also disagree
with the CCB.

. Communicale CM Audit Report to Relevant Stakeholders.

GUIDANGCE:

If the CM Auditar disagrees with the CCB, theh an indepericiant assurance function should ba

called in o independently Tacllate the disagreement,

7.4.6 | Requester: Confirm CM Audit Report

« Alter requesting a CM Report, the Requester should confirm that the report is received and
meets the Requester's needs.

+ |l the requester is the CM Lead, and the CM Lead is the CM Auditor, this step is optional.

GUIDANGCE:

The Requester should acknowladge that a report meels or does nol meet his or her needs.
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General Exit Criteria for CM Process:

+ The CM plan is documented and maintained for performing the CM process.

. Relevant stakeholders are involved in the CM process as planned.

+  Designated work products of the CM process are placed under appropriate levels of CM.

+ The CM process is monitored and controlled against the CM plan and corrective action is taken as
appropriate.

+ The CM process Is objectively audited (e.g., process audit) and noncompliance is addressed.

<" The CM prosess (i.e., the activities, status, and results) is reviewed with higher level management and
issues are resolved:

8.0 RECORDS RETENTION

3 Years,
Baselines Electronic then archived.
3 Yeérs,
CCB Meeting Minutes Elestronic then archived.
3 Years,
Configuration 1D Reports Electronic then archived, |
3 Years,
CR/PR Trend Reparts Electronic then archived.
3 Years,
CM Audit Reports Elsctronic then archived.

9.0 INTERFACES
The process interfaces to CM are:
1. Defects not closed out in inspections or peer reviews are entered as PRs in CM.
2. PRs in CM are inputs to the Casual Analysis & Resolution Process (CAR).
3. The analysis of large CRs can interface with the Project Planning Process (estimating).
4. The Peer Review Process is used to review CM Plans.
5. The QA Audit Process Is used to audit the CM Process.

10.0 METRICS
CM has the following metrics:

« Total number of CRs and PRs (together and separately)
Total number of hours for CM
Trend Chart of open and closed CRs/PRs over time
Total number of CM Audits
Total number of hours per CM Audit

11.0 STANDARDS
+ CM Pian Slandard (See Appendix B - Based on IEEE Standard for SCM Plans)
» CM Report Standards (See Appendix C)
o Configuration identification Report Standard
o CR/PR Standard ) ¢
o CCB Meeting Minute Standard
o CM Audit Report Standard

12,0 TRAINING
All primary roles must take CM Training.

13.0 MAINTAINING THIS PROCESS )

At a minimum, this process will be updated annually by the EPG. The controlled versioh of the process is
available on the Shared Server. By definition, any printed version of this document is uncontrolled.
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Appendix A: CM POLICY

The purpose o Configuration Management (CM) is io establish and mainain the inlegrity of
the products of the project throughout the project's life cycle.

CM Purpose

Pollcy CM is implemented thraughout the project's life cycle, and CM is implemented for externally
Scope deliverable products, designated internal work products, and designated support tools used
inside the project. -
cM The table below describes the required CM policies for this organization:
Policles

Title

Policy

Responsibility

Responsibility for CM for each projest is explicitly assigned
to the Projcet Manager, applicable Configuration Control
Boards (CCBs), and the CM Lead.

CM Plan

A CM Plan will be produced for each project according to
the CM Standard.

CM Repositary/ CM
System

Projects will establish and maintain a CM repository/CM
system for storing and controlling configuration items (Cls)
and the associaled CM records.

Configuralion
Identification

Selected work products (i.e., Cls) that will be placed under
configuralion management are identified as well as the
project’s configuration identification scheme,

Configuration Control

Every project will have a CCB, baselines will be established,
and changes (i.e., change requests and problem reports) to
identified work products and baselines will be controlled.

Configuration Status
Accounting

Relevant stakeholders will be informed of the status and
content of baselines. The required reporis are Configuration
Identification reports, CCB meeting minutes, and CM audit
reports. '

Configuration Audits

The baselines and CM activities are audited on a periodic or
event driven basis.

Release Procedures

Releases will be created from official baselines for internal
use and for delivery to the customer using documented
procedures.

Management Thepolicy has been approved by senior management.

Authorizatlion
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Appendix B: CM PLAN STANDARD

# Section Description
1 | Introduction Provide an introduction lo the CM Plan.
2 | CM Management and Describe CM roles including management, organizations, the Change
Responsibility Control Board {CCB), and technical CM roles (e.g., CM Lead). Also
describe responsibiliies of the configuration management organizalion
and CM rales.
3 | Conliguration Identity configuration items (e.g., software documents, code, dala,
Identification - saripts) and their versions to be controlied. Describe Ihe identification

| scheme for identifying and labeling baselines, conliguralions ltems
(Cis), change requests (CRs), and problems reports (PRs).

4 | Configuration Describe the required baselines, and how baselines are approved and
Control released. Document procedures designating the levels of control sach
identified configuration item must pass through; the persons or groups
with authority lo authorize changes and to make changes al each level;
and the steps to be followed to request authorization for changes,
process Change Requests, lrack changes, distribule changes, and
maintaln past versions.

5 | Conliguration Describe the reports for Configuration Identification, Configuration
Status Accounting Control, and Configuration Audils and Reviews.

6 | Configuration Describe the required baseling audils and reviews, Also describe the
Audits and Reviews baseline audit procedure.

7 | Interface Control Describe how interfaces will be managed under CM,

8 | Subcontractor/ if applicable, describe how Subcontractors and Vendors will be
Vendor Control managed. Also dascribe what CM requirements will be required in

contracts. )

9 [ CM Schedules Document the CM project schedule in this section. The CM schedule
can be a subset or part of the overall project scheduls.

10 | CM Resources Document all CM resources (e.g., CM management, CCBs, CM Leads,

' elc). For example, CM can range from 4-10% of a project.
11 | CM Plan ; Describe how this plan will be maintained and kept up to dale.
Maintenance

12 | Tailoring Describe any tailoring frorm this standard or from the CM processes

the CM Plan and procedures.

13 | Releass The project shall eslablish and implement procedures for the storage,
handling, delivery, release, and maintenance of deliverable software
producis.

14 | Backups and Disaster Describe the backup strategy and disaster recovery plan. Can also

Recovery Plan point to a separate plan or document.
15 | Appendices Describe CM Version Management Tools for each hardware

configuration (e.g., Mainframe, PC, elc). Describe the procedures for
check-in and check-out. Alsa describe the Delect Tracking CM Toals
for CRs/PRs.
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Appendlx C; CM REPORT STANDARDS (REQUIRED REPORTS)

1. Configuration ldentification Report Standard (Can be Automated)

# Sectlon Description

1 | Baseline Version Lahel or Baseline 1D,

2 |Cls Each baseline must uniguely identify each Ci

3 | Cl Versions The Cl version/revision used in the bassline must be identified.

2. Change Request (CR) & Problem Report (PR) Standard (Can be Automated)

# Section Description

1 [CR/PRID Unique idantification of the CR/PR

2 | CR/PR Date Date CR/PR discovered.

3 | CR/FR Originalor Originalor of CR/PR and originalor’s assessment of priority/severity.

4 | tLile Cycle Phase Lifa cycle phase In which problem was discovered or in which change was
requesled.

5 | CR/PR Descrlption Description of the problem or change to enable problem resolution or
Juslification for the nature of the change, including; assumptions/constraints
and change to correct error.

8 | CR/PR Analysis and | Description of lhe corrective action taken ta resolve the reported problem or
Modification analysis and evalualion of change, Including impact to safely, schedules,
Description cost, products, and test.

7 | Cl{s) 1D Unique idenlification of the Cl(s) that ars being delsted, modified, or added.

8 | Verification Verificalion of the implementation and release of modilied system.
Description

9 | CR/PR State Status of CR/FR, including approval or disapproval.

3. CCB Meeting Minutes Standard

# Sectlon Description
1 Meeting Description Document the meeting why, when, where, who, and what.
2 | Agenda Document the agenda of the maeting.
3 | Aclion tems Documant any action items
4 [lssues Document any issues.
5 | Any PR/CRH's Document the CR's and PR’s discussed al the meeting.
6 {AnyCls? Document if any Cl's were approved,
7 | Any Baselines? Document if Ihere wers any baselines approved,
8 | Any Releases? Document if any releases were approved,

4, CM Audit Report Standard

#

Section

Description

1

Baseline Audited

Documenl which baseline audited.

2

Audit Checklist

Document which checklist items are satisfied and not salisfied.

Automated Reporl

I & CM loal provides an automated reporl or reporis, attach them lo the
Audil Checklist or Report.
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Appendix D: CM AUDIT CHECKLISTS

1. Requirements Baseline Audit Checklist

v | Ttem Item Deseription

| Does a documented software requirements specification (SRS) exist?

2 | Does the SRS follow the required standards?

3 Does the SRS completely implement system requirements?

4 | Are the software requirements uniquely numbered?

5 Is there a traceability from the system requirements to the software requirements?
6

7

8

Do the software requirements specify all interfaces?

If applicable, is a software CI hierarchy defined?

Is there a version number for each configuration item?

9 | Does the Requirements Baseline have a version or revision number?

10 | Are the software requirements consistent with the system requirements?

11 | Do the user, buyer, and seller agree on the SRS and the interpretation thereof?
12 | Has the SRS been reviewed?

13 | Are any outstanding issues and observations documented in the audit report?
14 ! Are any outstanding problems or changes documented as problem reports or
change requests?

15 | Does the QA function agree that the Requirements bassline is completed?

2. Code Baseline Audit Checklist

V] Ttem ' Item Description

| Does a documented source code listing exist?

2 | Does all code compile without any errors? Are warnings documented with
rationale?

Does the Code Baseline follow the required coding standards?

Are the requirements of the SRS completely covered by the Code Baseline?

Is there a traceability between the Code Baseline and the SRS?

Are the source code and data structures a direct translation of the design of the
software CI hierarchy?

7 Are all ‘carriers’ of[he Code Baseline adequately and consistently 1dent1f’ed?
Definition: A ‘carrier’ is defined to be tapes, disks, ete. upon which sofiware
resides.

8 Is the Code Baseline stable enough to be ‘frozen’ as SCI's?

9 |Is there a version number for each configuration item? .

10 | Does the Code Baseline have a revision or version number?

11 | Are any outstanding issues and observations documented in the audit report?
12 | Are any outstanding problems or changes documented as problem reports or change | - -
requests?

13 | Does the QA function agree that the Code Baseline is completed?

[« R U N L]
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Appendix D: CM AUDIT CHECKLISTS, Continued

1. Product Baseline Audit Checklist

V| Item ' Item Description

1 Does a documented source code listing exist and compile without any errors? Are
warnings documented with rationale?

Does the Product Baseline follow all the required standards?

Has the Product Baseline been thoroughly tested?

Are the requirements completely implemented by the Product Baseline?

Is there traceability from the Product Bascline to the requirements?

Are all the CI's in the Product Baseline consistent with one another?

Are all CI’s identified in the Product Baseline?

Is the Product Baseline ready to be frozen and released?

Is the Product Baseline reproducible? (Has a “cold start” been performed?)

Have backup procedures been followed?

Has the release process and standards for placing the Product Baseline on the carrier
been followed?

12 | Do the user, buyer, and seller agree on the integrity (completeness, quality, ec.) of
the Product Baseline?

13 | Does the Product Baseliné have a revision or version number?

14 |Is there a version number for each configuration item?

15 | Are any outstanding issues and observations documented in the audit report?

16 | Are any outstanding problems or changes documented as problem reports or change
requests? L ‘
17 {Does the QA function agree that the Product Baseline is completed?

Ol |~ |wibto

— | —
— o
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Appendix E: ETABLISH CM SYSTEM PROCEDURE

Step # Description
] [fnot already done; establish, document; and maintain'a CM system for controlling baselines, work
producls, and the development and test enviranment.
2 ldentify the baselines (o be established and dacument in Project CM Plan. The required baselines are:

+ Requirements

+ Code (i.e., what code is ta be lested)

* Production (e.g., what is delivered to customer or 1o operations)

Baselines must be approved by the CCB and can only be changed by change requests or problem reports.
3 Idenlify work produets to be put under version control. At a minimum, version control must identity
(e.g., in & version history table in the document): .

* Date chanped

+ Who made the change

* What changed

* Version/Revision of change

The owner of the document mmust also be identified.

4 Identify CM tools, define access rights, and creale CM directory: Three major functions must be delined;
+ Version management (e.g., PV CS, Source Safe, ClearCase)

+ Check-in/Check-out

+ Change/prablem tracking (e.g., PVCS Tracker, Team'Irack, ete,)

These three major CM functions can be performed by a combination of software tools and manual
procedures. [fa CM ool is identified, then describe its functions and the resources required for the tool,
This information should be described in the Organizational CM Plan and the Project Plan: CM Section,
or in the Project’s CM Plan,

Access Righls: At the inilial stage of the Project, the CM Lead sets access rights. In every project, there
should be ut least two areas, one area with limited access rights to the PM and the Work in Progress
(WIP) arca with full access rights to the project team.

CM Direetory: Deseribe the storage localion and directory struclure for storage of all baselines as they
are developed. If the CM direclories are spread across different machines and use different tools for
configuration control, mention them,

Document Build Procedure(s) and Release Procedure(s); The build and release procedure(s) should be

specified at the project level. These will differ from project to project,

5 Establish Backup and Disaster Recovery Mechanisms:

Backup;

+ Plan the backup and recovery mechanism, which the praject will follow, Make sure that important
files and directories of individual project team members come under the defaull configuration for
automatic backup.

» If a special backup requirement is needed (which may be event-driven), identify the media, location,
frequency, and associated owner for backup and recavery.

Disaster Recovery;

*+ Prepare Disaster Recovery Pldn (DRP) for your project in the CM Plari, DRP is needed for important
custonver deliverables for continuous accessibility in case of disaster such as earthquake or fire. This
includes backups being stored in a location away from the present location.

» For some projects where the product baseline backups are taken care of elséwhere, DRP may ot be
required, but there should be a backup plan for all work producls being produced.
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Appendix F: CHANGE CONTROL PROCEDURE

Change The following diagrum illustrates the required change control states for change requests
Control (CRs) and probleni reports (PRs). CR/PR statés may be autoniated in a CM (ool (e.g;, defect
tracking toal), and the states may be called different names (but must be synonymous with

Procedure the state definitions below). However, only the CCB may authorize CR/PR stale changes,

(Controls CRIPR
@ State Changes)
N
Modlflcation

4_—..-+ Varlfication

Re)ected

Definitions The following table provides definitions for change control states:

State Definitlon

Open | A new CR/PR enters the change control system. The CCB or designee
should assign the CR/PR (o be anulyzed.

Analysis Analysis or cslimaling is performed on the CR/PR lo delermine the cost,
effort, and lechnical impact (e.g., modules affected) of the CR/PR. The CCB
determines (sometimes along with customer or sponsor) if the CR/PR can be
addressed (e.g., paid for) in this release or postponed to a future release.
Modification | The CR/PR is implemented. When completed, the CR/PR is lagged for
Verification.

Verification | The CR/PR is tested or verified (best if someone independent of the person
performing Modification performs Verification). Verification should not
only verify the CR/PR, but all interfaces and interdependencies (e.g., timing).
Closed The CCB should ensure and authorize that the CR/PR was fully Implemented
and Verified before closing the CR/PR.

Postponed | Postponed CR/PR's are not implemented in the current releasc, but
posiponed to a fufure release.

Rejected A rejected CR/PR can be for many reasons: a PR is not a defect; a CR can be
too cxpensive to implement; 8 CR/PR may be a duplicate; cte.
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Appendix G: CONDUCT CCB MEETING PROCEDURE:

Conduct CCB The following procedure provides requirements for a Configuration Control

Meeting Board (CCB) meeting. This procedure is intended to performed in order of
Procedure the agenda.
Agenda Procedure Step
Ttem

1 Review and agree to the Agenda.

2 Review the meeting minutes from the last CCB meeting,

3 Review open change requests and problem reports,

4 Review applicable CM status accounting reports. Also make

requests for needed CM Reports.

5 Do any configuration items or baselines need to be approved?

6 Are there any releases to be approved? (Use Release
Procedure)

7 Document action items, decisions/agreements, and issues in
the CCB Meeting Minutes. :

8 Schedule next CCB meeting.
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Appendlx H: RELEASE PROCEDURE

Procedure The following checklist provides requirements before performing a release.
Each project should tailor this checklist to its specific project needs.

Y | Checklist Description
Item

1 Has the release passed formal testing (e.g., all regression testing)?
Is the rejease sable?

2 Has a Product Baseline Audit been performed?

3 Are there any open CR/PR’s that need to be dispositioned by the
CCB?

4 Are all Cl's identified in the Product Baseline (i.c., Configuration

Identification Report)? Has the release been properly labeled and
identified?

Are all the CRs/PRs listed for this release?

What is the delivery media for the release?

Is there a backup of the release?

Can the release be reproduced from scratch (i.e., cold-star)?
"What does the PR Trend report look like? What is the probability
there are major defects left in the Release?

10 Has the CCB approved the release?

Do~ |CN [

11 Has all the accompanying documentation been completed (e.g.,
reqtlfremcnts, design, test, user guides, release notes, etc.)?

12 Have all of the delivery customers and locations been identified?

13 Are there any open audit observations/nonconformance?

14 Ts the release ready to be supported?
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SYSTEMS AND METHODS FOR PROVIDING
DOCUMENTATION HAVING SUCCINCT
COMMUNICATION WITH SCALABILITY

CROSS-REFERENCE TO RELATED
APPLICATIONS

[0001] This application is a continuation of U.S. patent
application Ser. No. 11/409,522, filed Apr., 21, 2006.

BACKGROUND OF THE INVENTION

[0002] 1. Field of the Invention

[0003] The present invention relates to providing documen-
tation having succinct communication with scalability. In
particular, the present invention relates to systems and meth-
ods for defining and documenting processes, procedures,
standards and policies that are succinct and usable, and that
are scalable to the complexity of the process and to abilities of
the individual user.

[0004] 2. Background and Related Art

[0005] While a variety of techniques are currently used to
document processes, a variety of challenges exist. For
example, process documentations are typically too large and
bulky, and as a result are difficult to use. Processes and pro-
cedures can violate documentation design and writing prin-
ciples, and are not designed with customers and users in mind.
Process documentation typically mixes different types of
information into the same paragraphs as if they were all used
the same way. Current techniques make it difficult for users to
find information quickly, and can cause frustration and pre-
vent procedures from being followed.

[0006] Thus, while techniques are currently available to
document processes, challenges still exist with such tech-
niques. Accordingly, it would be an improvement in the art to
augment or even replace current techniques with other tech-
niques.

SUMMARY OF THE INVENTION

[0007] The present invention relates to providing documen-
tation having succinct communication with scalability. In
particular, the present invention relates to systems and meth-
ods for defining and documenting processes, procedures,
standards and policies that are succinct and usable, and that
are scalable to the complexity of the process and to abilities of
the individual user.

[0008] In one embodiment, the present invention is imple-
mented as a method for generating a process model represen-
tation for each of a plurality of activity chunks in a process
such that each process model representation is arranged to be
displayed on a single page. A template for a process is
received. The template defines each work product that is used
by the process, each activity performed by the process, and
each role that performs an activity in the process. Each activ-
ity is associated with one of a plurality of activity chunks
defined for the process. For each of the activity chunks, a
process activity template is generated. For each process activ-
ity template, a process model representation is generated.
Each process model representation is arranged to be dis-
played on a single page and comprises a graphical represen-
tation of the flow between the activities in the represented
activity chunk.

[0009] While the methods and processes of the present
invention have proven to be particularly useful in the area of
succinct and usable processes that have scalability, those
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skilled in the art will appreciate that the methods and pro-
cesses can further be used in association with procedures,
standards and policies.

[0010] These and other features and advantages of the
present invention will be set forth or will become more fully
apparent in the description that follows and in the appended
claims. The features and advantages may be realized and
obtained by means of the instruments and combinations par-
ticularly pointed out in the appended claims. Furthermore, the
features and advantages of the invention may be learned by
the practice of the invention or will be obvious from the
description, as set forth hereinafter.

BRIEF DESCRIPTION OF THE DRAWINGS

[0011] In order that the manner in which the above recited
and other features and advantages of the present invention are
obtained, a more particular description of the invention will
be rendered by reference to specific embodiments thereof,
which are illustrated in the appended drawings. Understand-
ing that the drawings depict only typical embodiments of the
present invention and are not, therefore, to be considered as
limiting the scope of the invention, the present invention will
be described and explained with additional specificity and
detail through the use of the accompanying drawings in
which:

[0012] FIG. 1 illustrates a representative system that pro-
vides a suitable operating environment for use of the present
invention;

[0013] FIG. 2 illustrates a representative networked con-
figuration;
[0014] FIG. 3 illustrates a representative process definition

process in accordance with an embodiment of the present
invention;

[0015] FIG. 4 illustrates a representative process model
corresponding to the process definition process of FIG. 3,
wherein the illustrated process model is a process planning
stage;

[0016] FIG. 5 illustrates a representative process model
corresponding to the process definition process of FIG. 3,
wherein the illustrated process model is a process require-
ments stage;

[0017] FIG. 6 illustrates a representative process model
corresponding to the process definition process of FIG. 3,
wherein the illustrated process model is a process design
stage;

[0018] FIG. 7 illustrates a representative process model
corresponding to the process definition process of FIG. 3,
wherein the illustrated process model is a process modeling
stage;

[0019] FIG. 8 illustrates a representative process model
corresponding to the process definition process of FIG. 3,
wherein the illustrated process model is a process verification
stage;

[0020] FIG. 9 illustrates a representative process model
corresponding to the process definition process of FIG. 3,
wherein the illustrated process model is a process validation
stage;

[0021] FIG. 10 illustrates a representative process work
product, activities and rules (“WAR”) template for a repre-
sentative decision process;

[0022] FIGS. 11-12 illustrate a representative process
activity template for the chunked activity 6.1 entitled “Pre-
pare for Decision” of FIG. 10;
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[0023] FIGS. 13-14 illustrate a representative process
activity template for the chunked activity 6.2 entitled “Con-
duct Decision Meeting” of FIG. 10;

[0024] FIGS. 15-16 illustrate a representative process
activity template for the chunked activity 6.3 entitled “Per-
form Decision Follow-Up” of FIG. 10;

[0025] FIGS.17-34 illustrate a representative decision pro-
cess guide, wherein FIGS. 18-24 illustrate chunked activities
of the decision process in a representative ETMX process
model format and FIGS. 25-30 illustrate chunked activities of
the decision process in a swim lane process model format;
[0026] FIG. 35 illustrates a representative process docu-
mentation design procedure in accordance with a representa-
tive embodiment of the present invention;

[0027] FIG. 36 illustrates a representative process model-
ing and documentation procedure in accordance with a rep-
resentative embodiment of the present invention;

[0028] FIG. 37 illustrates a representative procedure for
developing a procedure in accordance with a representative
embodiment of the present invention;

[0029] FIG. 38 illustrates a representative form template;

[0030] FIG. 39 illustrates a representative checklist tem-
plate;

[0031] FIG. 40 illustrates a representative ordered table
template;

[0032] FIG. 41 illustrates a representative procedure for

developing a standard in accordance with a representative
embodiment of the present invention;

[0033] FIG. 42 illustrates a representative procedure for
developing a policy in accordance with a representative
embodiment of the present invention;

[0034] FIG. 43 illustrates a representative procedure for
developing a process guide in accordance with a representa-
tive embodiment of the present invention;

[0035] FIG. 44 illustrates a representative process guide
standard in accordance with a representative embodiment of
the present invention;

[0036] FIGS. 45-46 illustrate a representative process work
product, activities and rules (“WAR”) template for a repre-
sentative configuration management (“CM”) process;
[0037] FIGS. 47-48 illustrate a representative process
activity template for the chunked activity 7.1 entitled “Per-
form CM Planning” of FIG. 45;

[0038] FIGS. 49-50 illustrate a representative process
activity template for the chunked activity 7.2 entitled “Per-
form Configuration Control” of FIG. 45;

[0039] FIGS. 51-52 illustrate a representative process
activity template for the chunked activity 7.3 entitled “Per-
form CSA” of FIG. 45;

[0040] FIGS. 53-54 illustrate a representative process
activity template for the chunked activity 7.4 entitled “Per-
form CM Audits” of FIG. 45; and

[0041] FIGS. 55-74 illustrate a representative CM process
guide.

DETAILED DESCRIPTION OF THE INVENTION

[0042] The present invention relates to providing documen-
tation having succinct communication with scalability. In
particular, the present invention relates to systems and meth-
ods for defining and documenting processes, procedures,
standards and policies that are succinct and usable, and that
are scalable to the complexity of the process and to abilities of
the individual user.
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[0043] In the disclosure and in the claims the term “activ-
ity” shall refer to a process building block and a process
element that addresses the “what™. An activity is an action or
task that is taken to use or consume work products (e.g.,
inputs), to add value, and to produce work products (e.g.,
outputs) and services. An activity is any action, and can be as
broad as organizational functions (e.g., accounting, legal,
etc.), processes (e.g., configuration management, project
planning, reviews, etc.), procedures (e.g., a checklist), or as
specific as particular steps (e.g., sign your name and approve
a document).

[0044] Inthe disclosure and in the claims the phrase “activ-
ity performed by” shall refer to a relationship between an
activity and a role, and is a role or roles performing or par-
ticipating in an activity or activities.

[0045] In the disclosure and in the claims the term “begin-
ner mode” shall refer to a process documentation that is
defined for a beginner user or audience. Beginners are indi-
vidual users who are not familiar with a particular process.
[0046] In the disclosure and in the claims the term “entry
criteria” shall refer to a process element that addresses the
“when”. Entry criteria define the conditions under which an
activity can be started, and are preconditions about the state of
a work product, role, and/or activity.

[0047] In the disclosure and in the claims the term “exit
criteria” shall refer to a process element that addresses the
“when”. Exit criteria define the conditions under which an
activity can be declared complete, and determine the next
activity. The exit criteria are post conditions about the state of
a work product, role, and/or an activity.

[0048] In the disclosure and in the claims the term “expert
mode” shall refer to process documentation that is defined for
an expert audience or user. Experts are individuals or users
who are intimately familiar with a particular process.

[0049] In the disclosure and in the claims the term “input”
shall refer a process element that addresses the “what”. The
input represents a relationship between an activity and a work
product. Inputs are results of one or more prior activities, and
are used or consumed by the activity being defined.

[0050] In the disclosure and in the claims the term ““inter-
mediate mode” shall refer to process documentation that is
defined for an intermediate audience or user. Intermediates
are individuals or users who are somewhat familiar with a
particular process, but are not experts in that process.

[0051] In the disclosure and in the claims the term “lean”
shall refer to being concise/succinct and usable.

[0052] Inthe disclosure and in the claims the term “output”
shall refer to a process element that addresses the “what”. The
output represents a relationship between an activity and a
work product. Outputs are the results that are produced or
used by the activity being described.

[0053] Inthe disclosure and in the claims the term “policy”
shall refer to a process document based upon principles that
guide and constrain an organization.

[0054] In the disclosure and in the claims the term “proce-
dure” shall refer to a process document that is a set of activi-
ties that describe the “how to”. There are three types of
procedures, namely (i) a checklist, (ii) a form, and (iii) an
ordered table. A procedure provides step-by-step instructions
or “how-to” information.

[0055] In the disclosure and in the claims the term “pro-
cess” shall refer to an activity that is modeled by answering
who, what, when, where and why (the five “W’s”). Moreover,
a process is a set of parallel or sequential activities that use
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and transform inputs, add value, and produce outputs and
results that are directed towards achieving a purpose and a set
of objectives.

[0056] Inthe disclosure and in the claims the term “process
context” shall refer to answering “where”, and is usually
represented by a block diagram or picture with the current
process highlighted (e.g., “you are here diagram”). Process
context is based on process identification along with sibling
processes, as well as parent and children activities as appro-
priate, as well as any other contextual information (e.g., pro-
cess owner). In at least some embodiments, if an activity must
be performed in a specific location, that information is docu-
mented.

[0057] Inthe disclosure and in the claims the term “process
building block™ shall refer to one or more of the three process
building blocks, namely activities, work products, and roles
(collectively “WAR™).

[0058] Inthe disclosure and in the claims the term “process
documentation” shall refer to polices, standards, processes
and procedures.

[0059] Inthe disclosure and in the claims the term “process
element” shall refer to a component of a process that answers
who, what, when, where or why (the five “W’s”). The nine
process elements are purpose (why), activities (what), inputs
(what), outputs (what), entry criteria (when), exit criteria
(when), roles (who), process context (where), and process
flow (where).

[0060] Inthe disclosure and in the claims the term “process
flow” shall refer to answering the “where”. Process flow is a
conditional relationship between activities, work products,
and roles. Flow defines the control and ordering of activities,
timing of activities, and determines “where” inputs and out-
puts flow (e.g., the next process). Flow is represented in
process models, block diagrams, or pictures, and controlled
by entry and exit criteria. Control flow focuses on the entry
and exit criteria control the states of work products, roles, and
activities, and also determine the next process. Data flow
relates to inputs and outputs (the data), and the flow of data
among processes and is controlled by entry and exit criteria.
Timing flow relates to when activities happen (e.g., daily,
monthly, annually, etc.) and is also controlled by entry and
exit criteria.

[0061] Inthe disclosure and in the claims the term “process
model” shall refer to an abstraction of a process typically
characterized by formal notations for representing roles,
activities, and/or work products, and the relationships (e.g.,
events, transformations) among them. Types of process mod-
els include: descriptive models (as-is), which describe what is
actually done or practiced; prescriptive models (to-be), which
prescribes what to do (e.g., by new policies, standards, pro-
cess guidelines, etc); and mixed models (both as-is and to-be),
which are a combination of prescriptive and descriptive pro-
cesses. A large number of process models are a mixture of
prescriptive and descriptive processes.

[0062] In the disclosure and in the claims the term “pur-
pose” shall refer to a process element that describes the ratio-
nale for an activity or process (i.e., the “why™).

[0063] In the disclosure and in the claims the term “role”
shall refer to a process building block and a process element
that can be manual or automated, and roles perform the activi-
ties in a process (i.e., the “who”).

[0064] In the disclosure and in the claims the term “sub-
process” shall refer to a process that is modeled by answering
who, what, when, where and why (the five “W’s”). One or
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more sub-processes make up a process. Sub-processes are
also referred to as “chunks”, and can be made up of one or
more sub-processes.

[0065] In the disclosure and in the claims the term “tem-
plate” shall refer to a process document that comprises sec-
tions or parts. An “annotated template” is a standard (see also
the definition of standard).

[0066] In the disclosure and in the claims the term “stan-
dard” shall refer to a process document that comprises sec-
tions or parts, and descriptions of those parts or descriptions
of what goes into those sections. Standards usually describe
what goes into a work product, but there can also be standards
for policies, processes, and procedures. A list of just sections
or parts is not a standard, but is a template. An “annotated
template” is a standard because it also comprises sections or
parts, and descriptions of those parts or descriptions of what
goes into those sections.

[0067] In the disclosure and in the claims the term “work
product” shall refer to a process building block that consist of
any draft or final product (i.e., inputs and outputs) or service
used or produced by a process or activity (i.e., the “what™).
[0068] The following disclosure of the present invention is
grouped into two subheadings, namely “Exemplary Operat-
ing Environment” and “Providing Documentation Having
Succinct Communication with Scalability.” The utilization of
the subheadings is for convenience of the reader only and is
not to be construed as limiting in any sense.

Exemplary Operating Environment

[0069] While some embodiments of the present invention
embrace the utilization of no computer device, other embodi-
ments embrace the utilization of one or more computer
devices in providing documentation (as a hardcopy and/or as
an electronic copy) having succinct communication with
scalability. Accordingly, FIG. 1 and the corresponding dis-
cussion are intended to provide a general description of a
suitable operating environment in which some embodiments
of the present invention may be implemented. One skilled in
the art will appreciate that the invention may be practiced by
one or more computing devices and in a variety of system
configurations, including in a networked configuration.

[0070] Embodiments of the present invention embrace one
or more computer readable media, wherein each medium may
be configured to include or includes thereon data or computer
executable instructions for manipulating data. The computer
executable instructions include data structures, objects, pro-
grams, routines, or other program modules that may be
accessed by a processing system, such as one associated with
a general-purpose computer capable of performing various
different functions or one associated with a special-purpose
computer capable of performing a limited number of func-
tions. Computer executable instructions cause the processing
system to perform a particular function or group of functions
and are examples of program code means for implementing
steps for methods disclosed herein. Furthermore, a particular
sequence of the executable instructions provides an example
of corresponding acts that may be used to implement such
steps. Examples of computer readable media include ran-
dom-access memory (“RAM”), read-only memory
(“ROM”), programmable read-only memory (“PROM™),
erasable programmable read-only memory (“EPROM”),
electrically erasable programmable read-only memory (“EE-
PROM”), compact disk read-only memory (“CD-ROM”), or
any other device or component (e.g., DVD) that is capable of
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providing data or executable instructions that may be
accessed by a processing system.

[0071] Withreference to FIG. 1, arepresentative system for
implementing the invention includes computer device 10,
which may be a general-purpose or special-purpose com-
puter. For example, computer device 10 may be a personal
computer, a notebook computer, a personal digital assistant
(“PDA”) or other hand-held device, a workstation, a mini-
computer, a mainframe, a supercomputer, a multi-processor
system, a network computer, a processor-based consumer
electronic device, or the like.

[0072] Computer device 10 includes system bus 12, which
may be configured to connect various components thereof
and enables data to be exchanged between two or more com-
ponents. System bus 12 may include one of a variety of bus
structures including a memory bus or memory controller, a
peripheral bus, or a local bus that uses any of a variety of bus
architectures. Typical components connected by system bus
12 include processing system 14 and memory 16. Other com-
ponents may include one or more mass storage device inter-
faces 18, input interfaces 20, output interfaces 22, and/or
network interfaces 24, each of which will be discussed below.
[0073] Processing system 14 includes one or more proces-
sors, such as a central processor and optionally one or more
other processors designed to perform a particular function or
task. It is typically processing system 14 that executes the
instructions provided on computer readable media, such as on
memory 16, a magnetic hard disk, a removable magnetic disk,
amagnetic cassette, an optical disk, or from a communication
connection, which may also be viewed as a computer read-
able medium.

[0074] Memory 16 includes one or more computer readable
media that may be configured to include or includes thereon
data or instructions for manipulating data, and may be
accessed by processing system 14 through system bus 12.
Memory 16 may include, for example, ROM 28, used to
permanently store information, and/or RAM 30, used to tem-
porarily store information. ROM 28 may include a basic
input/output system (“BIOS”) having one or more routines
that are used to establish communication, such as during
start-up of computer device 10. RAM 30 may include one or
more program modules, such as one or more operating sys-
tems, application programs, and/or program data.

[0075] One or more mass storage device interfaces 18 may
be used to connect one or more mass storage devices 26 to
system bus 12. The mass storage devices 26 may be incorpo-
rated into or may be peripheral to computer device 10 and
allow computer device 10 to retain large amounts of data.
Optionally, one or more of the mass storage devices 26 may
be removable from computer device 10. Examples of mass
storage devices include hard disk drives, magnetic disk
drives, tape drives and optical disk drives. A mass storage
device 26 may read from and/or write to a magnetic hard disk,
a removable magnetic disk, a magnetic cassette, an optical
disk, or another computer readable medium. Mass storage
devices 26 and their corresponding computer readable media
provide nonvolatile storage of data and/or executable instruc-
tions that may include one or more program modules such as
an operating system, one or more application programs, other
program modules, or program data. Such executable instruc-
tions are examples of program code means for implementing
steps for methods disclosed herein.

[0076] One or more input interfaces 20 may be employed to
enable a user to enter data and/or instructions to computer
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device 10 through one or more corresponding input devices
32. Examples of such input devices include a keyboard and
alternate input devices, such as a mouse, trackball, light pen,
stylus, or other pointing device, a microphone, a joystick, a
game pad, a satellite dish, a scanner, a camcorder, a digital
camera, and the like. Similarly, examples of input interfaces
20 that may be used to connect the input devices 32 to the
system bus 12 include a serial port, a parallel port, a game
port, a universal serial bus (“USB”), a firewire (IEEE 1394),
or another interface.

[0077] One or more output interfaces 22 may be employed
to connect one or more corresponding output devices 34 to
system bus 12. Examples of output devices include a monitor
or display screen, a speaker, a printer, and the like. A particu-
lar output device 34 may be integrated with or peripheral to
computer device 10. Examples of output interfaces include a
video adapter, an audio adapter, a parallel port, and the like.
[0078] One or more network interfaces 24 enable computer
device 10 to exchange information with one or more other
local or remote computer devices, illustrated as computer
devices 36, via a network 38 that may include hardwired
and/or wireless links. Examples of network interfaces include
a network adapter for connection to a local area network
(“LAN”) or a modem, wireless link, or other adapter for
connection to a wide area network (“WAN”), such as the
Internet. The network interface 24 may be incorporated with
or peripheral to computer device 10. In a networked system,
accessible program modules or portions thereof may be
stored in a remote memory storage device. Furthermore, in a
networked system computer device 10 may participate in a
distributed computing environment, where functions or tasks
are performed by a plurality of networked computer devices.
[0079] While those skilled in the art will appreciate that the
invention may be practiced in a variety of environments,
including computing environments having any of a variety of
computer system configurations, including networked envi-
ronments, FIG. 2 represents an embodiment of the present
invention in a networked environment that includes a variety
of clients connected to a server system via a network. While
FIG. 2 illustrates an embodiment that includes multiple cli-
ents connected to the network, alternative embodiments
include one client connected to a network, one server con-
nected to a network, or a multitude of clients throughout the
world connected to a network, where the network is a wide
area network, such as the Internet. Moreover, embodiments of
the present invention embrace non-networked environments,
such as where at least a portion of defining and documenting
processes, procedures, standards and policies is generated
utilizing a single computer device. At least some embodi-
ments of the present invention further embrace defining and
documenting processes, procedures, standards and policies
that are succinct, usable and scalable, wherein at least a por-
tion does not require a computer device.

[0080] InFIG. 2, a representative networked configuration
is provided for defining and documenting processes, proce-
dures, standards and policies. Server system 40 represents a
system configuration that includes one or more servers.
Server system 40 includes a network interface 42, one or more
servers 44, and a storage device 46. A plurality of clients,
illustrated as clients 50 and 60, communicate with server
system 40 via network 70, which may include a wireless
network, a local area network, and/or a wide area network.
Network interfaces 52 and 62 are communication mecha-
nisms that respectfully allow clients 50 and 60 to communi-
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cate with server system 40 via network 70. For example,
network interfaces 52 and 62 may be a web browser or other
network interface. A browser allows for a uniform resource
locator (“URL”) or an electronic link to be used to access a
web page sponsored by a server 44. Therefore, clients 50 and
60 may independently access or exchange information with
server system 40.

[0081] As provided above, server system 40 includes net-
work interface 42, servers 44, and storage device 46. Network
interface 42 is a communication mechanism that allows
server system 40 to communicate with one or more clients via
network 70. Servers 44 include one or more servers for pro-
cessing and/or preserving information. Storage device 46
includes one or more storage devices for preserving informa-
tion, such as a particular record of data. Storage device 46
may be internal or external to servers 44.

[0082] In the illustrated embodiment of FIG. 2, the net-
worked system is used to define and document processes,
procedures, standards and/or policies. In particular, processes
and procedures are defined and communicated in such a way
that is more succinct and usable to document, measure and
improve business, as will be further discussed below. Those
skilled in the art will appreciate that the networked system of
FIG. 2 is a representative system in accordance with the
present invention. Accordingly, embodiments of the present
invention embrace other computer system configurations for
performing methods disclosed herein.

[0083] Providing Documentation Having Succinct Com-
munication with Scalability

[0084] As provided herein, embodiments of the present
invention relate to providing documentation having succinct
communication with scalability. In particular, embodiments
of the present invention relate to systems and methods for
defining and documenting processes, procedures, standards
and policies that are succinct and usable, and that are scalable
to the complexity of the process and to abilities of the indi-
vidual user.

[0085] Organizations have the need to define their pro-
cesses and procedures in order to document, measure, and
improve how they do business. A common example of this
process documentation relates to organizations that are ISO
certified (e.g., a Quality Manual). A lean process is a business
method or technique that allows processes and procedures to
be defined in, for example, 25-50% of their usual size. A lean
process helps organizations define processes and procedures
that are shorter and more usable.

[0086] A lean process addresses the common problems
with process documentation and is based on such principles
as process documentation types (i.e., policies, standards, pro-
cesses, and procedures), process documentation usage modes
(e.g., Expert Mode), lean policies (one page policies per
process area), lean standards (one page standards), lean pro-
cesses (e.g., addressing the 5 W’s of who, what, when, where
and why in a diagram on one page per process or sub-pro-
cess), lean procedures (e.g., addresses the “how” in a check-
list, form, or ordered table on one page), and lean documen-
tation (one page) that can be used on websites.

[0087] With reference now to FIG. 3, a representative block
diagram is illustrated to provide a representative embodiment
for generating a lean process. In FIG. 3, there exists an itera-
tive planning phase, an iterative modeling phase, and an itera-
tive verification and validation (“V&V”) phase. The iterative
planning phase includes a process planning stage and a pro-
cess requirements stage. The process planning stage com-
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prises the following sub-processes: (i) product plan, which
comprises the purpose, scope, audience, and usage; and (ii)
work plan, which comprises the charter, schedule, and
resources. The process requirements stage comprises identi-
fying the following four types of requirements: (i) organiza-
tional requirements; (ii) industry model requirements (e.g.,
ISO, Baldrige, CMMI, etc.); (iii) representation require-
ments; and/or (iv) other requirements.

[0088] The iterative modeling phase comprises a process
design stage and a process modeling stage. The process
design stage comprises (i) documenting design decisions
(e.g., selecting a process model representation), (ii) docu-
menting the initial process model, (iii) identifying activities,
work products, and roles for each process and sub-process,
(iv) grouping the activities into “chunks” or sub-processes
with no more than ten activities (i.e., the seven plus or minus
two rule), and optionally (v) completing the process activity
templates for each process and sub-process. The process
implementation stage comprises (i) modeling the process
using the selected process modeling approach; (ii) modeling
who, what, when, where and why (the five W’s) on a single
page for each process or sub-process (e.g., for expert mode);
(iii) iterating for each level of the process model (can iterate
the process definition phase or the entire lean process); (iv)
developing process description tables (e.g., for intermediate
mode), wherein the goal is one page for each process model;
(v) developing the procedure(s) on a single page in expert
mode; (vi) developing the policies on one page in expert
mode; (vii) developing the standards on a single page in
expert mode; and (viii) developing the process guide to put all
of' the pieces together.

[0089] The iterative verification and validation phase
includes a process verification stage and a process validation
stage. The process verification stage comprises (i) verifying
the process against the planning, requirements, and design;
(ii) verifying the correctness, consistency, and completeness
(the three Cs); and (iii) removing defects from the process.
The Process Validation Stage comprises (i) validating the
process with the process experts and users (e.g., using a
walkthrough); and (ii) Pilot testing the process (this can also
be a separate process).

[0090] One way to address common problems with process
documentation is to recognize that not all documentation is
used the same way. Process documentation refers to policies,
standards, processes and procedures. By way of example,
policies are typically used by senior management to set direc-
tion in an organization, state principles that organizations
should follow, and provide requirements for processes, pro-
cedures, and training. Standards, on the other hand, typically
specify the parts of a document, provide a description of what
is to be included, make the content of documents repeatable,
and provide requirements for processes, procedures, and
training. Processes refer to what happens over time to pro-
duce a desired result, add value, answer the five W’s of who,
what, where, when, and why, and are supported by proce-
dures, training, and tools. Procedures provide step-by-step
information that implements at least part of a process. Train-
ing is used by beginners and taught by instructors (e.g.,
experts), and provides the necessary knowledge and skills
Training can be voluminous.

[0091] Processes and procedures have different levels of
users. Some users have never used the process (e.g., beginner
users). Some users have used the process a few times, but
need guidance and lessons learned (e.g., intermediate users).
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Some users have used the process many times and may even
be responsible for running the process (e.g., experts). The
following describes the three levels of documentation: expert,
intermediate, and beginner.

[0092] “Expert Mode” documentation is short and concise.
When a pilot flies an airplane, he or she does not pull out
training manuals. Instead, pilots use expert checklists for take
off and landing. Expert mode documentation is made for
experts and it does not contain any training material. An
advantage of expert mode documentation is that it is short,
however not everybody is an expert. Thus, for example, not
everyone can read a checklist for a rocket scientist (i.e., some-
times you really need to be an rocket scientist). Experts can
utilize documentation because people can forget things. This
is why checklists are so powerful. Experts can also leave your
organization, taking precious organizational knowledge with
them. This is why expert knowledge should be documented.
[0093] “Intermediate Mode” documentation uses the
expert mode documentation, but builds and adds to it by
providing guidance and lessons learned. For example, guid-
ance is very useful to people that don’t have to follow a
process or procedure very often. Even experts forget guidance
and lessons learned for an annual process or an infrequently
used process. Having guidance available to those who want it
is very useful.

[0094] Typically guidance and lessons learned are not
“auditable”. Process phases and procedure steps are required
and auditable, but the supporting guidance and lessons
learned are there for support only. One best practice is to
distinguish between required steps and optional guidance.
“Beginner Mode” documentation uses the intermediate mode
documentation, but adds training to it. Beginners should feel
free to use the training manuals until they become familiar
with the process. Beginners should also be mentored as
appropriate. Processes can vary from simple to complex.
Complex processes should have formal training and be fol-
lowed up by mentoring.

[0095] A process should address who, what, when, where
and why, answer key process questions, include both pictures
and words, be short, usable, chunked, labeled, and well writ-
ten. A lean process addresses the five W’s (who, what, when,
where and why) in a diagram or process model on a single
page (Expert Mode), is chunked (e.g., having 10 or less activi-
ties), and fits on one page in a process description table
(Intermediate Mode).

[0096] The following provides a representative relationship
between the five W’s, key process questions to be answered
by a process, and process elements identified by a process.

SW’s
& How Key Process Question Process Element
Why? Why is the process performed? 1. Purpose
Who? Who performs the process? 2. Role(s)
When? When does the process begin? 3.  Entry Criteria
When does the process end? 4.  Exit Criteria
Where? Where am I in the process? 5. Process Context
(Optional:
Physical Location)
6. Process Flow
What? What work products are used? 7. Inputs
What work products are produced? 8. Outputs
What happens to produce results? 9.  Activities
How? How is the process implemented? ~ Procedures
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[0097] A lean procedure includes “how to, step-by-step”
information that may come in three forms: checklists, forms,
and/or ordered tables, and is a single page long. Checklists are
very powerful, repeatable representations of activities that
need to be completed in order to declare a something com-
pleted. What makes checklists so powerful is that it usually
doesn’t matter what order the checklist is completed. This is
why checklists are very useful for concurrent activities (e.g.,
versus flowcharts which are very poor at representing con-
currency). Good checklists are kept to 1 page long.

[0098] Forms, along with instructions for completing the
forms, are repeatable mechanisms for supporting processes.
Forms are powerful mechanisms for collecting data in a
repeatable way. If possible, keep forms to one page long
(Form instructions may be on the back of a page (e.g., hard-
copy), or by clicking for more information (e.g., online)).
[0099] One effective way to represent a procedure is using
anordered procedure table. Ordered procedure tables are very
useful when sequence or order matters. For example, if a
person needs to track his or her time, starting to track time
should not be the last step. The following is an example of an
ordered procedure table:

Step  Action

1 Begin to track time (e.g., write down the start time).

2 Look for defects in the selected work product by using the
appropriate data driven checklist.

3 Log the defects of the Defect Form. Continue logging defects
until the work product is completely inspected using the checklist.

4 End tracking time (e.g., write down the end time). Calculate the

total time spent looking for and logging defects, and record the
total time on the Defect Form.

[0100] Process modeling processes in accordance with
embodiments of the present invention can generate processes
that are clear, concise, precise, model-based, and repeatable.
FIG. 3 provides a representative process definition process.
The following provides a discussion relating to each of the
process stages.

[0101] With reference now to FIG. 4, a representative
embodiment is provided relating to the process planning
stage of FIG. 3. The purpose of the process planning stage is
to ensure process satisfies the customer’s needs, to establish
criteria to verify and validate process, and to obtain sponsor-
ship and plan resources.

[0102] Benefits of process planning are that (i) the custom-
ers/users of the process are identified, (ii) the scope and
boundaries ofthe process are defined, (iii) how the customers/
users will use the process is understood, (iv) there is buy-in
and consensus on the process, (v) the process assumptions are
documented and can be communicated to others, (vi) The
process modeling team understands what process they are
developing, (vii) the resources are planned so the lean process
has a better chance to be on schedule and on budget.

[0103] Measurable objectives for process planning
includes that (i) process purpose, scope, customers, and usage
are documented and understood, (ii) there is consensus on
purpose, scope, customers, and usage for the process, (iii) the
purpose, scope, customers, and usage assumptions are used to
guide process development, and (iv) there is a process plan or
charter that documents i-iii, and documents the necessary
resources (i.e., time and money).
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[0104] With reference now to FIG. 5, a representative
embodiment is provided relating to the process requirement
stage of FIG. 3. The purpose of the process requirements
stage is to identify and document process requirements (e.g.,
SEI CMM]I, ISO, organizational, etc.)

[0105] The benefits of process requirements are that (i)
documenting process requirements helps ensure that they are
implemented and (ii) process requirements (e.g., ISO.
CMMI, other industry process standards) can also be docu-
mented and met.

[0106] Measurable objectives of process requirements
include (i) Organizational requirements, (ii) industry process
requirements, (iil) process representation requirements, and
(iv) other process requirements are documented and
reviewed.

[0107] With reference now to FIG. 6, a representative
embodiment is provided relating to the process design stage
of FIG. 3. The purpose of the process design stage is to
document the process design and design decisions. Through
process design, one may acquire the necessary process
knowledge, answer the “how to” design questions (e.g., pro-
cess representation, process tools, etc), document process
design and key decisions, use initial model as a “frame of
reference” for any process interviews (e.g., descriptive mod-
els), and translate organizational process documentation,
interview data, leading-edge process documentation, etc.,
into the process templates and update initial process model.

[0108] Benefits of process design include that it (i)
increases understanding of the process (both prescriptive and
descriptive), (ii) documents the design (e.g., process tem-
plates), critical design decisions, and why they were made,
(iii) establishes a common “frame of reference” for commu-
nication, (iv) helps identify organizations, process experts,
and users of the process, and (v) identify defects, missing
information, or inconsistent information.

[0109] Measurable objectives of the process design stage
include that (i) all relevant process documentation has been
identified and reviewed, (i) that the process design and criti-
cal design decisions have been documented (e.g., process
templates), (iii) that the process templates have been com-
pleted, (iv) that the initial process model has been updated
(e.g., 3-10 activities, inputs, outputs, roles, etc., have been
identified), and (v) that the initial process model defines the
scope and perspective of the process.

[0110] In at least some embodiments, a successful process
design includes listing all the process building blocks of work
products, activities, and roles (i.e., Process WAR templates).
For a given process, these WAR process templates are then
“chunked” (i.e., 7 plus or minus 2). Activities are the most
complex building block on the Process WAR Template, and
are chunked into sub-processes. Reference is made to FIG.
10, which illustrates a representative Process War Template
for Configuration Management (CM). Please note the activity
“chunks” (7.1, 7.2, 7.3, 7.4). Each chunk is a sub-process of
the CM Process example.

[0111] With reference now to FIG. 7, a representative
embodiment is provided relating to the process modeling
stage of FIG. 3. The purpose of the process modeling stage is
to build the model using the process templates. Through
process modeling, one can translate the data from the design
(i.e., process templates) into a more useful representation,
and assist in process engineering, data analysis, measure-
ment, planning, control, improvement, process simulation,
etc.
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[0112] Benefits of process modeling include that (i) mod-
eling leads to a detailed understanding of the process, and the
many process relationships, (ii) models improve communi-
cation of the process to others, (iii) models can help identify
missing requirements, design, inputs, outputs, etc., and (iv)
models help identify defects in the process itself, and reduce
defects when the processes used.

[0113] Measurable objectives of process modeling include
that (i) all data from the process templates are captured in the
process model, (ii) the model accurately represents the pro-
cess (i.e., the 5 W’s) on one page in expert mode, and (iii) the
model satisfies the process plan, the requirements, and the
design.

[0114] Once the expert mode process models are com-
pleted, the intermediate mode process tables can be devel-
oped. For each step in the process model (i.e., activity), more
detail is given (e.g., guidance, lessons learned, etc.). Policies,
standards, and procedures also should be written to be 1 page
(can be written either expert or intermediate mode).

[0115] With reference now to FIG. 8, a representative
embodiment is provided relating to the process verification
stage of FIG. 3. The purpose of the process verification stage
is to verify that the process meets the plan, requirements,
design, and the process is free from defects. Through process
verification, one can ensure the process plan, requirements,
and design are satisfied in the model and the process guide,
and eliminate defects.

[0116] Benefits of process verification are that (i) the pro-
cess meets the process planning, requirements, and design,
(i1) verifying the process eliminates defects (mismatching
inputs and outputs, inconsistencies, etc), (iii) verification
reduces rework in subsequent iterations of building the pro-
cess model (if using a top-down approach), and (iv) verifica-
tion helps the process to be the three C’s (correct, consistent,
and complete).

[0117] Measurable objectives of process verification
includes that it is able to verify that the process (i.e., model
and guide) (i) meets the process plan, requirements, and
design, (ii) accurately represents the process templates, and
(iii) has been inspected/reviewed to remove defects.

[0118] One approach to successfully verifying a process
model is to recognize that there are 6 relationships among the
3 process building blocks of work products, activities, and
roles (i.e., N*(N-1)). One verification objective is to verify
these 6 relationships and ensure that they are correct.

[0119] With reference now to FIG. 9, a representative
embodiment is provided relating to the process validation
stage of FIG. 3. The purpose of the process validation stage is
to validate that the process meets the customers/users needs.
Through process validation, one is able to ensure that the
customers and users needs are met, and ensure that the cus-
tomers and users agree that the process planning, require-
ments, and design are met.

[0120] Benefits of process validation include that (i) pro-
cess experts reach agreement and consensus on the process,
(i1) you know that the process successfully meets the custom-
er(s) and user(s) needs, (iii) you know when you are done, and
(iv) it reduces rework in subsequent iterations—adds quality.
[0121] Measurable objectives include that (i) customers
and users reach consensus that the process meets their needs,
(i1) customers and users reach consensus that the process
meets the process plan, requirements, and design, and (iii) the
process model effectively communicates the process it rep-
resents.
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[0122] A best practice to validate process models is to
perform a walkthrough of the process models with the cus-
tomers and users. The customers/users provide feedback on
whether or not the process model meets their needs. They
raise process issues and make suggestions for improvement.

[0123] As provided herein, embodiments of the present
invention embrace providing documentation having succinct
communication with scalability. In particular, embodiments
of the present invention relate to systems and methods for
defining and documenting processes, procedures, standards
and policies that are succinct and usable, and that are scalable
to the complexity of the process and to abilities of the indi-
vidual user.

[0124] Thefollowing provides arepresentative example for
defining and documenting a succinct and usable decision
process that is scalable to the complexity of the process and to
abilities of an individual user, wherein FIG. 10 illustrates a
representative process work product, activities and roles
(“WAR”) template for the representative decision process.
The WAR template is utilized in the process design stage,
which enables the documentation and process design and
design decisions, as referenced and discussed above in rela-
tion to FIGS. 3 and 6.

[0125] A WAR template focuses on a high level design
prior to expanding out into specific details, which are even-
tually chunked and used to provide the succinct, usable and
scalable documentation. In other words, a WAR template can
be used as a basic building block as it defines the work
products, activities and roles of the process.

[0126] With reference to FIG. 10, the illustrated WAR tem-
plate identifies the work products that are used and produced
by the decision process as being (i) a decision package, (ii) a
decision matrix procedure, (iii) a decision presentation, (iv) a
decision state, and (v) meeting minutes.

[0127] As provided herein, the term “work product” refers
to a process building block that consist of any draft or final
product (i.e., inputs and outputs) or service used or produced
by a process or activity (i.e., the “what”). As illustrated, each
work product is assigned an identification code. In the repre-
sentative embodiment, the decision package includes the
decision matrix procedure and decision presentation.

[0128] The decision matrix procedure includes document
information, such as the document version information (e.g.,
program name and identification, document title, document
version number and/or date, program manager, name of pre-
parer, preparation date, name of reviewer, review date, and/or
other relevant information) and the document version history
(e.g., identifying the version number, version date, name of
the preparer, name of reviewer, description, and/or other
information) that gather and organize information. The deci-
sion matrix procedure further includes a decision form that
enables the gathering of information, such as relating to the
decision team, decision makers, search results (e.g., historical
data, decisions, lessons learned, etc.), alternative evaluation
methods (e.g., simulation), decisions (e.g., recommenda-
tions), decision rationale, decision risks, decision benefits,
and the like. The decision matrix procedure further includes a
Decision Analysis Resolution (“DAR”) procedure. The DAR
procedure identifies a particular sequence of actions that are
to be performed. In the representative embodiment, the DAR
procedure includes the following sequence of actions (or-
dered table):
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[0129] 1. Perform a literature search to consider appli-
cable historical data, historical decisions, previous dis-
sent, lessons learned, etc.

[0130] 2. Document the decision criteria in the DAR
Matrix.
[0131] 3. Rank the decision criteria by using the weights

(e.g., use team consensus for weights)

[0132] 4. Complete the decision options in the DAR
Matrix.
[0133] 5. If there are other evaluation methods besides

the DAR Matrix, document them in the DAR Form.

[0134] 6. Complete DAR Matrix Form by filling in
scores (e.g., select a number on a scale 1-5 using team
consensus).

[0135] 7. Use the DAR Matrix weighted total scores to

help make a recommendation for a decision.

[0136] 8. Complete the DAR Form and DAR Advan-

tages/Disadvantages.

[0137] 9. Develop/Update the Decision Presentation fol-

lowing the Decision Presentation Standard.

[0138] 10. Continue to follow the DAR Process.
Completing a DAR Workbook is iterative in nature. Accord-
ingly, in some embodiments versions are used to keep track of
iterations.

[0139] A decision matrix procedure further includes a deci-
sion matrix (A representative decision matrix is illustrated as
FIG. 34, and will be discussed below.) and an advantage/
disadvantage form that gathers information relating to the
pros and cons of the process. By way of example, particular
options are identified in a form that identifies and gathers
information relating to advantages and/or disadvantages of
each option.

[0140] A decision presentation includes, for example, an
outline of the presentation and then provides specifics relat-
ing to the (i) introduction, (ii) decision options, (iii) decision
matrix form, (iv) DAR information, and (v) recommenda-
tions.

[0141] The decision states are: (i) A—more information
needed, (i1) B—no decision needed, and (iii) C—final deci-
sion. Decision state A is new information (e.g., a new option,
criteria, criteria rank, or evaluation method) that is required or
becomes available and the decision analysis and evaluation is
to berepeated. Decision state B is determined by the decision
maker(s) that a decision is no longer needed or necessary.
This state exits the decision process. Decision state C is the
decision of the decision maker(s) with consensus. The deci-
sion is final (unless new information becomes available later
where the need for a new decision is be determined).

[0142] The meeting minutes is, for example, a form that
gathers and identifies information such as the meeting agenda
(e.g., attendance, meeting title, date/time, location, pur-
pose—respectively, who, what, when, where, and why).
Tables may be provided to gather and/or document agenda
item descriptions, action item descriptions, issue descrip-
tions, and decision/agreement descriptions.

[0143] As provided herein, the WAR Template of FIG. 10
identifies the activities that are to be performed. The term
“activity” refers to a process building block and a process
element that addresses the “what™. An activity is an action or
task that is taken to use or consume work products (e.g.,
inputs), to add value, and to produce work products (e.g.,
outputs) and services. An activity is any action, and can be as
broad as organizational functions (e.g., accounting, legal,
etc.), processes (e.g., configuration management, project
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planning, reviews, etc.), procedures (e.g., a checklist), or as
specific as particular steps (e.g., sign your name and approve
a document).

[0144] As will be shown, the activities are identified,
chunked and a process activity template is created for each
chunk. In the present embodiment, each chunk includes a
maximum of 7+2 activities. However, those skilled in the art
will appreciate that embodiments of the present invention
embrace chunking that includes more or less activities.
[0145] In the illustrated embodiment, the particular deci-
sion process is identified as identification code 6.0. The par-
ticular activities are identified as identification codes 6.1-6.3.
5. The activities have been chunked into three chunks,
specifically “Prepare for Decision” (6.1), “Conduct Decision
Meeting” (6.2), and “Perform Decision Follow-Up” (6.3).
Each activity chunk includes a corresponding process activity
template, as illustrated in FIGS. 11-16. Each chunk is a sub-
process. Those skilled in the art will appreciate that embodi-
ments of the present invention may include sub-processes
having their own sub-processes.

[0146] As illustrated, the WAR Template of FIG. 10 further
includes the particular roles. The term “role” refers to a pro-
cess building block and a process element that can be manual
or automated, and roles perform the activities in a process
(i.e., the “who”). Specifically, the illustrated roles are the
decision makers, decision team, decision team representative,
management and recorder.

[0147] With reference now to FIGS. 11-12 a representative
process activity template for the chunked activity 6.1 entitled
“Prepare for Decision” of FIG. 10 is illustrated. The process
activity template of FIGS. 11-12 identifies the purpose,
inputs, entry criteria, activities and who performs each activ-
ity, sub-processes and procedures, outputs, exit criteria, pro-
cess flow, and process context of chunked activity 6.1.
[0148] FIGS. 13-14 illustrate a representative process
activity template for the chunked activity 6.2 entitled “Con-
duct Decision Meeting” of FIG. 10. The process activity
template of FIGS. 13-14 identifies the purpose, inputs, entry
criteria, activities and who performs each activity, sub-pro-
cesses and procedures, outputs, exit criteria, process flow, and
process context of chunked activity 6.2.

[0149] FIGS. 15-16 illustrate a representative process
activity template for the chunked activity 6.3 entitled “Per-
form Decision Follow-Up” of FIG. 10. The process activity
template of FIGS. 15-16 identifies the purpose, inputs, entry
criteria, activities and who performs each activity, sub-pro-
cesses and procedures, outputs, exit criteria, process flow, and
process context of chunked activity 6.3.

[0150] FIGS.17-34 illustrate a representative decision pro-
cess guide for the present decision process, wherein FIGS.
18-24 illustrate chunked activities of the decision process in a
representative ETMX format and FIGS. 25-30 illustrate
chunked activities of the decision process in a swim lane
format. The decision process guide enables a user to perform
a particular process and includes corresponding procedures,
standards and policies. While examples of manners for
obtaining the process guide will be provided below, the fol-
lowing process guide is provided to illustrate the particular
aspects of a representative process guide.

[0151] InFIG. 17, the process guide includes the purpose,
the scope and decision policy, the audience, usage, and par-
ticular definitions, acronyms and references. In FIG. 18, a
graphical representation of the decision process 80 is illus-
trated, which includes a phase for each chunked activity,
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namely 6.1 Prepare for Decision, 6.2 Conduct Decision Meet-
ing, and Perform Decision Follow-up. Additionally the par-
ticular arrows of the graphical representation of the decision
process 80 illustrate the various outputs, namely more infor-
mation needed (A), no decision needed (B), and final decision
©.

[0152] With reference to FIG. 19, an expert mode of activ-
ity 6.1 Prepare for Decision is provided in an ETMX process
model format. FIG. 20 illustrates an intermediate mode of
activity 6.1 Prepare for Decision. FIGS. 19-20 further include
all of the activities that have been chunked. It is noted that in
FIG. 19, representation 90 is similar to representation 80
(FIG. 18) and identifies to the user the location of activity 6.1
in the overall decision process.

[0153] With reference to FIG. 21, an expert mode of activ-
ity 6.2 Conduct Decision Meeting is provided in an ETMX
process model format. FIG. 22 illustrates an intermediate
mode of activity 6.2 Conduct Decision Meeting. FIGS. 21-22
further include all of the activities that have been chunked. It
is noted that in FIG. 21, representation 100 is similar to
representation 80 (FIG. 18) and identifies to the user the
location of activity 6.2 in the overall decision process.
[0154] With reference to FIG. 23, an expert mode of activ-
ity 6.3 Perform Decision Follow-Up is provided in an ETMX
process model format. FIG. 24 illustrates an intermediate
mode of activity 6.3 Perform Decision Follow-Up. FIGS.
23-24 further include all of the activities that have been
chunked. It is noted that in FIG. 23, representation 110 is
similar to representation 80 (FIG. 18) and identifies to the
user the location of activity 6.3 in the overall decision process.

[0155] As provided above, FIGS. 18-24 illustrate chunked
activities of the decision process in a representative ETMX
process model format. Embodiments of the present invention
embrace documenting in a variety of formats or manners to
communicate in a succinct and understandable manner that is
usable by a particular user and is scalable to the complexity of
the process and to abilities of the individual user. Thus, for
example, FIGS. 25-30 illustrate same chunked activities of
the decision process as are illustrated in FIGS. 18-24, how-
ever FIGS. 25-30 illustrate the chunked activities of the deci-
sion process in a swim lane format.

[0156] Thus, with reference to FIG. 25, an expert mode of
activity 6.1 Prepare for Decision is provided in a swim lane
process model format. Similar to FIG. 20, FIG. 26 illustrates
an intermediate mode of activity 6.1 Prepare for Decision.
FIGS. 25-26 further include all of the activities that have been
chunked. It is noted that in FIG. 25, representation 90 is
similar to representation 80 (FIG. 18) and identifies to the
user the location of activity 6.1 in the overall decision process.

[0157] With reference to FIG. 27, an expert mode of activ-
ity 6.2 Conduct Decision Meeting is provided in a swim lane
process model format. Similar to FIG. 22, FIG. 28 illustrates
an intermediate mode of activity 6.2 Conduct Decision Meet-
ing. FIGS. 27-28 further include all of the activities that have
been chunked. It is noted that in FIG. 27, representation 100
is similar to representation 80 (FIG. 18) and identifies to the
user the location of activity 6.2 in the overall decision process.

[0158] With reference to FIG. 29, an expert mode of activ-
ity 6.3 Perform Decision Follow-Up is provided in a swim
lane process model format. Similar to FIG. 24, FIG. 30 illus-
trates an intermediate mode of activity 6.3 Perform Decision
Follow-Up. FIGS. 29-30 further include all of the activities
that have been chunked. It is noted that in FI1G. 29, represen-



US 2014/0096061 Al

tation 110 is similar to representation 80 (FIG. 18) and iden-
tifies to the user the location of activity 6.3 in the overall
decision process.

[0159] In FIG. 31, the process guide includes the relevant
records, interfaces, metrics, forms and templates, training,
and emergency decisions. In FIG. 32, a representative deci-
sion presentation standard is provided. The term “standard”
refers to a process document that comprises sections or parts,
and descriptions of those parts or descriptions of what goes
into those sections. Standards usually describe what goes into
a work product, but there can also be standards for policies,
processes, and procedures. A list of just sections or parts is not
a standard, but is a template. In FIG. 33, the representative
decision matrix procedure (discussed above) is illustrated.
[0160] In FIG. 34, the representative decision matrix (dis-
cussed above) is illustrated. The decision matrix identifies the
various criteria (e.g., mission objectives, return on invest-
ment, cost, schedule, measure of potential impact, risk,
safety, supportability, etc.) considered and the weight
assigned to the criteria. It further includes a ranking scale,
various available options that are being considered that are
ranked by criteria, and the sums of each.

[0161] In at least some embodiments of the present inven-
tion, at least portions of the methods and/or processes of the
present invention are performed by a computer device. For
example, information from process activity templates may be
used to document activities or processes that are succinct and
usable, and that are scalable to the complexity of the process
and to abilities of the individual user.

[0162] Embodiments of the present invention embrace a
variety of manners that enable documentation having suc-
cinct communication with scalability. With reference now to
FIG. 35, a lean process documentation design procedure in
accordance with a representative embodiment of the present
invention is provided. As provided herein, a procedure refers
to a process document that is a set of activities that describe
the “how to”. Accordingly, the procedure of FIG. 35 illus-
trates how to design lean process documentation in accor-
dance with a representative embodiment of the present inven-
tion. In other words, the illustrated procedure documents the
design phase for defining a process or sub-process in accor-
dance with an embodiment of the present invention.

[0163] Specifically, as illustrated in FIG. 35, a process
WAR template is utilized for the scope of the process. The
work products, activities and roles are identified.

[0164] If any list in the WAR template has more than a
particular maximum number of items, wherein the maximum
number can be any established number, then the list is selec-
tively chunked. Roles, work products and/or activities may be
identified as needing to be chunked. Duplicates are consoli-
dated. In chunking activities, some embodiments look for
process chunks, such as planning, control and improvement.
If a meeting or event is to occur, chunking may be associated
with being prior to, during, or after the meeting or event. In at
least some embodiments of the present invention, chunks are
named descriptively.

[0165] The initial process model is updated to match the
chunked activities. A block diagram may be used, wherein
one box is provided for each chunked activity. Such activities
may be sequential or concurrent.

[0166] A process activity template is completed for each
chunked activity. In at least some embodiments, by complet-
ing a process activity template, all nine process elements
(e.g., inputs, outputs, activities, process context, entry crite-
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ria, exit criteria, purposes, process flow, and roles) are iden-
tified for each chunked activity. Each process activity tem-
plate is represented by a box in the initial process model.
Those skilled in the art will appreciate that while some
embodiments include nine process elements, other embodi-
ments include less than nine or more than nine.

[0167] A process model representation is used to represent
the processes. Embodiments of the present invention embrace
avariety of representations and/or formats, including ETVX,
SADT, Role/Flow, and other representations.

[0168] Additionally, all design decisions may be docu-
mented.
[0169] With reference now to FIG. 36, a lean process mod-

eling and documentation procedure in accordance with a
representative embodiment of the present invention is pro-
vided. As provided above, a procedure refers to a process
document that is a set of activities that describe the “how to”.
Accordingly, the procedure of FIG. 36 illustrates how to
model and document a lean process in accordance with a
representative embodiment of the present invention. In other
words, the illustrated procedure documents the process mod-
eling and documentation for the modeling stage for defining
a process or sub-process in accordance with an embodiment
of the present invention.

[0170] Specifically, as illustrated in FIG. 36, the nine pro-
cess elements (e.g., inputs, outputs, activities, process con-
text, entry criteria, exit criteria, purposes, process flow, and
roles) are defined on one page in a process model or diagram
(expert mode) for each process activity template. Using one
process activity template at a time, the nine process elements
are mapped onto the process model diagram. The process
modeling representation used is the one selected in the design
stage. This is performed for each process activity template. If
the process activity template was not used, the nine process
elements may be defined on a single page (expert mode) using
the process chunk identified in the process design stage.
[0171] For intermediate mode, an ordered process table is
created with each step being mapped back to an activity in the
process model. It is noted that each step in the process model
diagram is in expert mode, and that each expert mode step
may include more sub-steps or detailed explanations for an
intermediate mode.

[0172] Information relating to guidance or lessons learned
is included into the steps in the intermediate mode process
table. A guidance label is used to document guidance and
lessons learned, but is not required every step.

[0173] Once the expert mode process models or diagrams
and intermediate mode tables are completed, they are verified
and validated. Procedures are then followed for each policy,
standard and procedure. Such representative procedures are
for policies, standards and procedures are a procedure for
developing a lean policy (FIG. 42), a procedure for develop-
ing a lean standard (FIG. 41), a procedure for developing a
lean procedure (FIG. 35), and a procedure for developing a
lean process guide (FIG. 43).

[0174] With reference now to FIG. 37, a procedure is pro-
vided for developing a lean procedure in accordance with a
representative embodiment of the present invention. As pro-
vided above, a procedure refers to a process document that is
a set of activities that describe the “how to”. Accordingly, the
procedure of FIG. 37 illustrates how to document the steps of
the process modeling stage for defining procedures.

[0175] In accordance with at least some embodiments of
the present invention, there are three types of procedures,
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namely (i) forms, (ii) checklists, and (iii) order tables. Each
type of procedure provides benefits for use. Additionally,
embodiments of the present invention embrace procedures
that are in expert mode, intermediate mode and/or beginner
mode.

[0176] A representative form is illustrated in FIG. 38 as a
Meeting Minutes Template. A form enables the collection of
information. Thus, the form of FIG. 38 allows for the collec-
tion of information relating to who (meeting attendance),
what (meeting title), when (meeting date/time), where (meet-
ing location) and why (meeting purpose). Additionally, the
form of FIG. 38 allows for the collection of information
relating to agenda items, action items, issues, and decisions/
agreements.

[0177] Arepresentative checklist is illustrated in FIG. 39. A
checklist helps a user to not forget to perform any particular
step or task. Additionally, the steps or tasks may be done in
any order, which can allow for concurrency.

[0178] A representative order table is illustrated in FIG. 40.
An order table provides a particular sequence for which steps
or tasks are to be taken or performed.

[0179] Thus, with reference back to FIG. 37, the procedure
for developing a procedure in accordance with the present
invention includes providing a title for the procedure, starting
with an action verb, wherein the title is focused on the output
of the procedure. Descriptive language is used to name the
procedure. A checklist, form and/or ordered table is used
depending on the purpose of the procedure, namely to per-
form a collection of activities in any order, to collect infor-
mation, and/or to perform activities in a particular order. The
primary purpose of a procedure guides the selection of the
procedure type. The procedure templates are used and
descriptive language is employed when documenting proce-
dure steps. The procedures are kept focused on a single usage
scenario. The information is ordered in a logical flow or
presentation as possible. In expert mode, the procedures are
kept to one page. Additionally, the procedure is chunked into
logical groups with the chunks labeled. Procedures are
needed when repeatability is needed for “how to” steps. In at
least some embodiments, procedures are not needed for every
activity (only the vital few activities that require repeatability
for a given set of “how to” steps).

[0180] With reference now to FIG. 41, a procedure is pro-
vided for developing a lean standard in accordance with a
representative embodiment of the present invention. As pro-
vided herein, a standard refers to a process document that
comprises sections or parts, and descriptions of those parts or
descriptions of what goes into those sections. Standards make
work products repeatable and identify a section number, a
name and a description. While standards usually describe
what goes into a work product, there can also be standards for
policies, processes, and procedures. In accordance with at
least some embodiments of the present invention, a standard
provides an ability to provide uniformity to documentation.
For example, a standard identifies particular sections and
descriptions for such sections. In at least some embodiments,
a standard is provided on one page. The format for a standard
can include a table or other format. Moreover, embodiments
of the present invention embrace standards that are in expert
mode, intermediate mode and/or beginner mode.

[0181] InFIG. 41, the illustrated procedure documents the
steps for the process modeling stage for defining standards on
one page (expert mode). Specifically, the title of the standard
is identified using a descriptive name. The sections are listed
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through utilization of a table or by listing the sections using
section numbers that become section numbers in the work
products. A description is provided for each section, wherein
the description is concise and includes a repeatable definition.
Industry standards are also utilized. Standards may be com-
bined together into a lean standard (i.e., a one page, expert
mode standard).

[0182] With reference now to FIG. 42, a procedure is pro-
vided for developing a lean policy in accordance with a rep-
resentative embodiment of the present invention. As provided
herein, a policy refers to a process document based upon
principles that guide and constrain an organization. In accor-
dance with at least some embodiments of the present inven-
tion, a policy provides an ability to map out a principle that
has been established or otherwise determined. For example,
in the business world the senior management determines prin-
ciples for a particular company, wherein the principles are
how the company will be run. In some embodiments, the
policies are provided on one page. Moreover, embodiments of
the present invention embrace policies that are in expert
mode, intermediate mode and/or beginner mode.

[0183] The procedure of FIG. 42 documents representative
steps of the process modeling stage for defining policies.
Specifically, the policy is given a title using descriptive terms.
The vital principles that the organization should follow are
defined and chunked as needed. This can be done in a table or
by listing the principles using numbers or bullets. Good
sources for process principles come from industry standards
and reference materials. Optionally, each principle may be
labeled for summary purposes and ease of reading. An autho-
rization/approval section may be added for the policies. Poli-
cies may have definitions, including operational definitions
which are repeatable and measurable. Policies may be com-
bined together into a policy document. Alternatively, the
policy may be defined in the process guide along with the
other process documentation.

[0184] With reference now to FIG. 43, a procedure is pro-
vided for developing a lean process guide in accordance with
a representative embodiment of the present invention. The
process guide is a manner to package or otherwise provide
documentation. It is a succinct output or deliverable having
scalability.

[0185] The procedure of FIG. 43 illustrates representative
steps of the process modeling stage for defining a lean process
guide. Specifically, the title of the process guide is determined
using descriptive language. The process guide is similar to a
user guide and is kept short and usable. It is the primary
package used by a user/customer. The following is a checklist
that is used to check the process guide:

[0186] Does the process guide match the process mod-
els?
[0187] Does the process guide match the process

description tables?

[0188] Does the customer/user want the policies, stan-
dards and procedures combined in the process guide, or
in separate documents?

[0189] Have each of the policies, standards and proce-
dures been kept to a single page?

[0190] Has the process guide been verified?

[0191] Has the process guide been validated?

[0192] Has the grammar of the process guide been
checked?

[0193] Has the spelling of the process guide been
checked?
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[0194] Have the process guide been edited, such as by a
professional editor?

[0195] Has the process guide been backed up?
[0196] With reference now to FIG. 44, a procedure is pro-
vided for developing a process guide standard in accordance
with a representative embodiment of the present invention. In
FIG. 44, the goal with the process guide is to keep it as short
and usable as possible. The process guide standard of FIG. 43
includes the purpose, scope, audience, usage, definitions/
references, process models, records, interfaces, metrics,
forms and templates, training, miscellaneous information,
and appendixes.
[0197] FIGS. 10-34 provided a representative example
relating to a representative decision process, wherein F1G. 10
illustrated a representative process work WAR template for
the representative decision process, FIGS. 11-12 illustrated a
representative process activity template for the chunked
activity 6.1 entitled “Prepare for Decision” of FIG. 10, FIGS.
13-14 illustrated a representative process activity template for
the chunked activity 6.2 entitled “Conduct Decision Meet-
ing” of FIG. 10, FIGS. 15-16 illustrated a representative
process activity template for the chunked activity 6.3 entitled
“Perform Decision Follow-Up” of FIG. 10, and wherein
FIGS. 17-34 illustrated a representative decision process
guide, FIGS. 18-24 illustrating chunked activities of the deci-
sion process in a representative ETMX format and FIGS.
25-30illustrating chunked activities of the decision process in
a swim lane format.
[0198] FIGS. 45-74 provide another representative
example that relates to a configuration management (“CM”)
process, wherein FIGS. 45-46 illustrate a representative WAR
template for the representative CM process, FIGS. 47-48
illustrate a representative process activity template for the
chunked activity 7.1 entitled “Perform CM Planning” of FIG.
45, FIGS. 49-50 illustrate a representative process activity
template for the chunked activity 7.2 entitled “Perform Con-
figuration Control” of FIG. 45, FIGS. 51-52 illustrate a rep-
resentative process activity template for the chunked activity
7.3 entitled “Perform CS A” of FIG. 45, F1GS. 53-54 illustrate
a representative process activity template for the chunked
activity 7.4 entitled “Perform CM Audits” of FIG. 45, and
where FIGS. 55-74 illustrate a representative CM process
guide.
[0199] Thus, with reference now to FIGS. 45-46, the illus-
trated WAR template identifies the work products that are
used and produced by the CM process as being (i) a baseline,
(ii) a configuration control board (“CCB”) meeting minutes,
(iii) a change request (“CR”), (iv) a CM system, (v) a con-
figuration audit report, (vi) a configuration identification
report, (vii) a configuration item (“CI”), (viii) a change
request/problem report (“CR/PR”) trend report, (ix) an orga-
nizational CM plan, (x) a problem report (“PR”), (xi) a project
CM plan, and (xii) a project plan.
[0200] As provided above, the term “work product” refers
to a process building block that consist of any draft or final
product (i.e., inputs and outputs) or service used or produced
by a process or activity (i.e., the “what”). As illustrated, each
work product is assigned an identification code.
[0201] The WAR Template of FIGS. 45-46 identifies the
activities that are to be performed for the CM process. The
term “activity” refers to a process building block and a pro-
cess element that addresses the “what”. An activity is an
action or task that is taken to use or consume work products
(e.g., inputs), to add value, and to produce work products

Apr. 3,2014

(e.g., outputs) and services. An activity is any action, and can
be as broad as organizational functions (e.g., accounting,
legal, etc.), processes (e.g., configuration management,
project planning, reviews, etc.), procedures (e.g., a checklist),
or as specific as particular steps (e.g., sign your name and
approve a document).

[0202] The activities are identified, chunked and a process
activity template is created for each chunk. In the present
embodiment, each chunk includes a maximum of 7+2 activi-
ties. However, as provided herein, those skilled in the art will
appreciate that embodiments of the present invention
embrace a maximum chunking value that is less than or
greater than 7+2.

[0203] In the illustrated embodiment, the CM process is
identified as identification code 7.0. The particular activities
are identified as identification codes 7.1-7.4.6. The activities
have been chunked into four chunks, specifically “Perform
CM Planning” (7.1), “Perform Configuration Control” (7.2),
“Perform Configuration Status Accounting” (7.3), and “Per-
form CM Audits” (7.4). Each activity chunk includes a cor-
responding process activity template, as illustrated in FIGS.
47-54. Each chunk is a sub-process. Those skilled in the art
will appreciate that embodiments of the present invention
may include sub-processes having their own sub-processes.
[0204] As illustrated, the WAR Template of FIGS. 45-46
further includes the particular roles (see FIG. 46). The term
“role” refers to a process building block and a process ele-
ment that can be manual or automated, and roles perform the
activities in a process (i.e., the “who”). Specifically, the illus-
trated roles are the Configuration Control Board (CCB), the
Configuration Management (CM) Auditor, the Configuration
Management (CM) Lead, the developers, the project manager
(PM), the quality assurance (QA), and the requester.

[0205] With reference now to FIGS. 47-48 a representative
process activity template for the chunked activity 7.1 entitled
“Perform CM Planning” of FIGS. 45-46 is illustrated. The
process activity template of FIGS. 47-48 identifies the pur-
pose, inputs, entry criteria, activities and who performs each
activity, sub-processes and procedures, outputs, exit criteria,
process flow, and process context of chunked activity 7.1.
[0206] FIGS. 49-50 illustrate a representative process
activity template for the chunked activity 7.2 entitled “Per-
form Configuration Control” of FIGS. 45-46. The process
activity template of FIGS. 49-50 identifies the purpose,
inputs, entry criteria, activities and who performs each activ-
ity, sub-processes and procedures, outputs, exit criteria, pro-
cess flow, and process context of chunked activity 7.2.
[0207] FIGS. 51-52 illustrate a representative process
activity template for the chunked activity 7.3 entitled “Per-
form CSA” of FIGS. 45-46. The process activity template of
FIGS. 51-52 identifies the purpose, inputs, entry criteria,
activities and who performs each activity, sub-processes and
procedures, outputs, exit criteria, process flow, and process
context of chunked activity 7.3.

[0208] FIGS. 53-54 illustrate a representative process
activity template for the chunked activity 7.4 entitled “Per-
form CM Audits” of FIGS. 45-46. The process activity tem-
plate of FIGS. 53-54 identifies the purpose, inputs, entry
criteria, activities and who performs each activity, sub-pro-
cesses and procedures, outputs, exit criteria, process flow, and
process context of chunked activity 7.4.

[0209] FIGS. 55-74 illustrate a representative CM process
guide, wherein FIGS. 57-64 illustrate chunked activities of
the decision process in a swim lane format. The CM process
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guide enables a user to perform the CM process and includes
corresponding procedures, standards and policies. The fol-
lowing CM process guide is provided to illustrate the particu-
lar aspects of the representative process guide.

[0210] In FIG. 55, the process guide includes the purpose,
the scope, audience, usage, acronyms, and references. In F1G.
56, a graphical representation of the CM process 120 is illus-
trated, which includes a phase for each chunked activity,
namely 7.1 Perform CM Planning, 7.2 Perform Configuration
Control, 7.3 Perform Configuration Status Accounting, and
7.4 Perform CM Audits. Additionally the dotted lines of the
graphical representation of the CM process 120 illustrate
concurrency.

[0211] With reference to FIG. 57, an expert mode of activ-
ity 7.1 Perform CM Planning is provided in a swim lane
format. FIG. 58 illustrates an intermediate mode of activity
7.1 Perform CM Planning. FIGS. 57-58 further include all of
the activities that have been chunked. It is noted that in FIG.
57, representation 130 is similar to representation 120 (FIG.
56) and identifies to the user the location of activity 7.1 in the
overall CM process.

[0212] With reference to FIG. 59, an expert mode of activ-
ity 7.2 Perform Configuration Control is provided in a swim
lane format. FIG. 60 illustrates an intermediate mode of activ-
ity 7.2 Perform Configuration Control. FIGS. 59-60 further
include all of the activities that have been chunked. Itis noted
that in FIG. 59, representation 140 is similar to representation
120 (FIG. 56) and identifies to the user the location of activity
7.2 in the overall CM process.

[0213] With reference to FIG. 61, an expert mode of activ-
ity 7.3 Perform Configuration Status Accounting is provided
in a swim lane format. FIG. 62 illustrates an intermediate
mode of activity 7.3 Perform Configuration Status Account-
ing. FIGS. 61-62 further include all of the activities that have
been chunked. It is noted that in FIG. 61, representation 150
is similar to representation 120 (FIG. 56) and identifies to the
user the location of activity 7.3 in the overall CM process.
[0214] With reference to FIG. 63, an expert mode of activ-
ity 7.4 Perform CM Audit is provided in a swim lane format.
FIG. 64 illustrates an intermediate mode of activity 7.4 Per-
form CM Audit. FIGS. 63-64 further include all of the activi-
ties that have been chunked. It is noted that in FIG. 63,
representation 160 is similar to representation 120 (FIG. 56)
and identifies to the user the location of activity 7.4 in the
overall CM process.

[0215] In FIG. 65, the process guide includes the general
exit criteria for the CM process, the relevant records, inter-
faces, metrics, standards, training, and maintenance of the
process. In FIG. 66, a representative CM policy is provided.
As provided herein, the term “policy” refers to a process
document based upon principles that guide and constrain an
organization. It specifically identifies the CM purpose, the
policy scope, the individual CM policies, and the authoriza-
tion.

[0216] In FIG. 67, a representative CM plan standard is
provided. The term “standard” refers to a process document
that comprises sections or parts, and descriptions of those
parts or descriptions of what goes into those sections. Stan-
dards usually describe what goes into a work product, but
there can also be standards for policies, processes, and pro-
cedures. A list of just sections or parts is not a standard, but is
a template.

[0217] InFIG. 68, a representative CM report standards is
provided, which identifies the required reports for the present
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embodiment. Specifically, the reports include (i) a configu-
ration identification report standard, (ii) a change request and
problem report standard, (iii) a CCB meeting minutes stan-
dard, and (iv) a CM audit report standard.

[0218] InFIGS. 69-70, representative CM audit checklists
are provided. The checklists include (i) a requirements base-
line audit checklist, (ii) a code baseline audit checklist, and
(iii) a product baseline audit checklist.

[0219] FIG. 71 illustrates a representative establish CM
system procedure. FI1G. 72 illustrates a representative change
control procedure. FIG. 73 illustrates a representative con-
duct CCB meeting procedure. FIG. 74 illustrates a represen-
tative release procedure.

[0220] As provided herein, at least some embodiments of
the present invention embrace performing at least portions of
the methods and/or processes of the present invention through
the use of a computer device, including processes, proce-
dures, standards and/or policies. Moreover, embodiments of
the present invention embrace electronic and/or hardcopy
documentation. Furthermore, embodiments of the present
invention scale up to complexity, provide the ability to chunk
onto a single page, and/or include all nine process elements
(i.e., inputs, outputs, activities, process context, entry criteria,
exit criteria, purposes, process flow, and roles). Moreover, at
least some embodiments include all nine process elements on
a single page.

[0221] Thus, as discussed herein, the embodiments of the
present invention embrace providing documentation having
succinct communication with scalability. In particular,
embodiments of the present invention relate to systems and
methods for defining and documenting processes, proce-
dures, standards and policies that are succinct and usable, and
that are scalable to the complexity of the process and to
abilities of the individual user.

[0222] The present invention may be embodied in other
specific forms without departing from its spirit or essential
characteristics. The described embodiments are to be consid-
ered in all respects only as illustrative and not restrictive. The
scope ofthe invention is, therefore, indicated by the appended
claims rather than by the foregoing description. All changes
that come within the meaning and range of equivalency of the
claims are to be embraced within their scope.

What is claimed is:

1. A method, performed by a computer system, for gener-
ating a process model representation for each of a plurality of
activity chunks in a process such that each process model
representation is arranged to be displayed on a single page,
the method comprising:

receiving, by one or more processors of the computer sys-

tem, a template for a process, the template defining each
work product that is used by the process, each activity
performed by the process, and each role that performs an
activity in the process, each activity being associated
with one of a plurality of activity chunks defined for the
process;

generating, by one or more processors of the computer

system, and for each of the activity chunks, a process
activity template;

generating, by one or more processors of the computer

system, and for each process activity template, a process
model representation, each process model representa-
tion being arranged to be displayed on a single page,
each process model representation comprising:
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a graphical representation of the flow between the activi-
ties in the represented activity chunk.

2. The method of claim 1, wherein each process activity
template defines:

any inputs used by the activity chunk;

entry criteria defining when the activity chunk is to be

performed;

which role is responsible for performing each activity in

the activity chunk;

any outputs produced by the activity chunk; and

exit criteria defining when the activity chunk is completed.

3. The method of claim 2, wherein each process model
representation further comprises:

agraphical representation of the inputs, entry criteria, roles

involved in performing the activities of the represented
activity chunk, outputs, and exit criteria.

4. The method of claim 1, wherein each process model
representation also includes an indication of which role per-
forms each activity in the represented activity chunk.

5. The method of claim 4, wherein the indication of which
role performs each activity is provided by defining a column
for each role and arranging the graphical representation of the
flow between the activities so that the activities performed by
a particular role are arranged in the particular role’s column
and activities performed by multiple roles are arranged to
span the columns of each of the multiple roles.

6. The method of claim 1, wherein each process model
representation also includes a graphical representation of the
location of the represented activity chunk within the process.

7. The method of claim 1, wherein each process model
representation also includes an indication of the purpose of
the represented activity chunk.

8. The method of claim 1, wherein the graphical represen-
tation of the flow between activities comprises a list of the
activities.

9. The method of claim 1, wherein the graphical represen-
tation of the flow between activities comprises a diagram
including a box for each activity and arrows indicating the
flow from one activity to another.

10. The method of claim 2, wherein each process activity
template includes an indication of which activity in the activ-
ity chunk uses each input defined in the process activity
template.

11. The method of claim 2, wherein the entry criteria
defined in each process activity template defines a state or
condition within the process that will cause the process flow
to transition to the activities in the activity chunk.

12. The method of claim 11, wherein the state or condition
comprises Boolean logic applied to multiple states or condi-
tions within the process.

13. The method of claim 2, wherein each process activity
template includes an indication of which activity in the activ-
ity chunk generates each output defined in the process activity
template.

14. The method of claim 1, wherein at least one of the
process model representations also comprises an indication
of measurements made by the activities of the represented
activity chunk.
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15. The method of claim 1, wherein the graphical repre-
sentation is organized based on the intended audience that
will use the process model representation.

16. One or more computer storage media storing computer
executable instructions which when executed by one or more
processors performs a method for generating a process model
representation for each of a plurality of activity chunks in a
process such that each process model representation is
arranged to be displayed on a single page, the method com-
prising:

receiving, by one or more processors of the computer sys-

tem, a template for a process, the template defining each
work product that is used by the process, each activity
performed by the process, and each role that performs an
activity in the process, each activity being associated
with one of a plurality of activity chunks defined for the
process;

generating, by one or more processors of the computer

system, and for each of the activity chunks, a process
activity template;

generating, by one or more processors of the computer

system, and for each process activity template, a process

model representation, each process model representa-

tion being arranged to be displayed on a single page,

each process model representation comprising:

agraphical representation of the flow between the activi-
ties in the represented activity chunk.

17. The one or more computer storage media of claim 16,
wherein each process activity template defines:

any inputs used by the activity chunk;

entry criteria defining when the activity chunk is to be
performed;

which role is responsible for performing each activity in
the activity chunk;

any outputs produced by the activity chunk; and

exit criteria defining when the activity chunk is completed.

18. The one or more computer storage media of claim 17,
wherein each process model representation further com-
prises:

a graphical representation of the inputs, entry criteria, roles
involved in performing the activities of the represented
activity chunk, outputs, and exit criteria.

19. The one or more computer storage media of claim 16,
wherein each process model representation also includes an
indication of which role performs each activity in the repre-
sented activity chunk.

20. The one or more computer storage media of claim 19,
wherein the indication of which role performs each activity is
provided by defining a column for each role and arranging the
graphical representation of the flow between the activities so
that the activities performed by a particular role are arranged
in the particular role’s column and activities performed by
multiple roles are arranged to span the columns of each of the
multiple roles.



