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SEP Sample Library

Stage:  All

Description:  

This procedure outlines the process for submitting, receiving, screening and posting life cycle documents into a central repository to be used by all SSG personnel as examples and references.  The primary goal is to make available some examples of life cycle documents that have been approved and are being used by other projects.  

Entry Criteria:
The following shall be completed before beginning this procedure:
· Sample documents identified for inclusion in the SEP
Procedure Steps:  (These steps are not necessarily performed sequentially.)

1.   Personnel:  Submit documents.

Individuals may recommend any document they deem beneficial for inclusion in the Sample Library.  Recommendations may be submitted via e-mail to the SEPG mailbox ssg.swe.sepg@gunter.af.mil.
2.   SEPG Lead:  Review and summarize findings.

The SEPG Lead will ensure the document adheres to established standards and is beneficial to other SEP users.  If approval is recommended, the SEPG will prepare a short summary of the document and point out any special areas of concern.  
3.   Configuration Manager:  Populate Sample Library.

The SEPG CM will post the summary prepared by SEPG Lead and document the itemized reference listings to be included in the SEP Sample Library.  The SEPG CM will consolidate all of the documents in a central folder and format them for posting in the Sample Library.  The format of the Sample Library will include the author of the document, their office symbol or address and the SEPG summary.

4. SEPG Lead:  Provide feedback to submitter.

The SEPG Lead will forward an e-mail to the individual or office that submitted a sample document thanking them and informing them that the document has been added to the SEP Sample Library.  .

Exit Criteria: 
The following work products are a result of completing this procedure:

· SEP references and samples populated into the Sample Library
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