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Procedure Description Template

Purpose

This template illustrates the format and contents of a SEP procedure.  The Appendix of this template is a blank Procedure Description Template which can be used to properly prepare procedures. 
Description of Procedure Content

SSG Personnel:  Procedure Submission:  

To submit a change to a procedure or propose a new procedure, complete this template in 12 point Times New Roman, except for the title (first line in body), which will be 14 point Times New Roman bold.  Submit completed templates to the SEPG via Systems Engineering Process Change Request procedure [PDPR001].  

Identify the OPR for the procedure on the change request.  When the document is published, the OPR will be identified in the SEP Table of Contents.
Appendix
Header Legend:
1.  The procedure number is PPPPRXXXX where:
a.  PPP  - Indicates the phase (SW1, SW2, etc) or global process area (CM, QA, RV, TN, TO, KM, etc.)

b.  PR - Indicates the type of asset.  Procedures are designated PR. c.  XXX - A three digit designation assigned by SEPG.  Use XXX for a new procedure
2.  Name - The short title of procedure.  Do not use the word procedure in the title.
3.  Date:  - The date the document was last updated 

Stage:  Name of Stage, e.g., Analysis, Design, Configuration Management (Global)
Procedure:  Name of procedure.  Use two to three descriptive words which match the header title.
Description: A brief description of the purpose of the procedure.
Entry Criteria: 
The following shall be completed before beginning this procedure: 

· Entry criteria.  Include only artifacts or activities which will be included in the steps below.  Exception:  If an artifact or activity must have occurred before this procedure starts, but isn’t actually used in the procedure, it will “pass through” the procedure, i.e., it will be an entry criteria and an exit criteria, but it won’t be mentioned in the procedure.

· e.g., Draft proposal Sections I through VI.
· e.g., Completed IT/NSS Requirements Document (AF Form 3215) with Blocks 1-13, 16, 18a, & 18c completed, or documented customer requirement
· e.g., Project-specific Work Breakdown Structure elements
· Entry criteria, etc

Procedure Steps:  (These steps are not necessarily performed sequentially.)
1.  Role of individual responsible for step:  Short (two or three words) descriptive title for step.

     a.  Details of step.  
          (1)  Ensure details describe a single step.  If details describe more than one step, add another paragraph.



(2)  Ensure all details are the responsibility of the role named at the beginning of the step.  If details describe more than one role responsible for the action, break the paragraph into two. 



(3). Put the tasks in a timeline that is as linear as possible.  Some tasks will be started and finished while others continue, but this method ensures all tasks are identified and described.   
Sample Step 2.  
2.  Program Manager:  Conduct intergroup coordination. 

The Program Manager ensures the Proposal Team coordinates with appropriate support offices as well as other projects as necessary.
3.  Role:  Task title.

     a.  Detail 1.



(1) Sub detail 



(2) Sub detail 




(a)  Sub sub detail



(b)  Sub sub detail


b.  Detail 2. 

etc

Exit Criteria:
These products are a result of completing this procedure:

· Exit Criteria--work products as output from this procedure, , e.g., Updated Draft Proposal, Sections 
· Exit Criteria, e.g., Updated Dynamic Object-Oriented Design System (DOORS)
· Exit Criteria
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