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Systems Process Assurance Plan  

1.0 Purpose  TC "1.0  Purpose" \f C \l "1" 
1.1 To provide detailed guidance to Directors, Program Managers, Project Managers and other personnel on the conduct of Systems Process Assurance (SPA) activities within the Standard Systems Group (SSG). 

1.2 To determine if systems development activities and software releases are accomplished in accordance with established plans, tailoring guidelines, the Systems Engineering Process (SEP), and oversight and tracking requirements.   

2.0 Applicability  TC "2.0  Applicability" \f C \l "1" 
2.1 This document describes the minimum SPA activities to be implemented for each systems development project and each support project.  Support projects help SSG’s mission by maintaining a systems engineering process, ensuring configuration management is accomplished, testing systems, distributing systems and documentation, auditing projects, training personnel, and maintaining systems.  The support projects are Systems Engineering Process Group (SEPG), Configuration Management Operations, Test & Evaluation, Product Distribution, Systems Process Assurance, and Organizational Training.  The SPAP directs actions at all levels within SSG.  It applies to all SSG staff and to those agencies supported by SSG.  It applies to all systems development, sustainment projects, and Support Offices in SSG.

2.2 All SPA activities are based on the SEP.  The SEP is designed to support the Process and Product Quality Assurance Process Area as identified by the Software Engineering Institute’s Capability Maturity Model Integration (CMMI).    

2.3 SPA is everything accomplished to assure HQ SSG/ED and HQ SSG/EV, through the SPA Office, that all projects comply with the SEP.  SPA is further explained in the SPA Policy and the SEP.  

3.0 Introduction  TC "3.0  Introduction" \f C \l "1" 
3.1 The word ‘project’ is used throughout this document.  It refers to all software and documentation releases (e.g., new starts or sustainment efforts) regardless of the size, nature, or origin of the release.  It also refers to software releases developed by government or organic contractor personnel in whole or in part.  

4.0 Referenced Document  TC "4.0  Referenced Document" \f C \l "1" 
4.1 SSG Systems Engineering Process (SEP).  This document defines policy, procedures, guides, templates, etc., that will be used for systems development by all SSG personnel.

5.0 Roles and Responsibilities  TC "5.0  Roles and Responsibilities" \f C \l "1"  

5.1 The Command Section will:

5.1.1 Ensure that assigned personnel are responsible for coordinating and implementing SPA within SSG.  

5.1.2 Appoint, assign, train, and equip personnel to perform SPA functions.

5.1.3 Review SPA activities and results on a monthly basis.

5.1.4 Appoint an independent team of experts from SSG to review the activities and work products of the SPA Office at least annually.  The team will produce a report identifying strengths, weaknesses, and recommendations for improvements.  The report will be sent to the Command Section, the SPA Office, and the SEPG.

5.1.5 Review SPA audits.

5.1.6 Review and either approve or disapprove SPA Audit waiver and termination requests.

5.2 Program Managers/Project Managers (PMs) and Support Office Chiefs will: TC "5.2  Program Managers/Project Managers" \f C \l "2" 
5.2.1 Be knowledgeable of the SEP.  Plan and implement all SEP requirements and manage the project in accordance with the SEP. 

5.2.2 Be knowledgeable of SEP roles, assign personnel to SEP roles, and ensure personnel complete mandatory SEP training applicable to their roles.   Review the Management Information System Training (MIST) Module on a monthly basis and update the Individual Development Plans (IDP) of project personnel, if appropriate.

5.2.3 Provide the SPA Office access to projects for auditing SEP and CMMI compliance.

5.2.4 Notify the SPA Office if the project or program is not audited as described in paragraph 5.4.4.1, below.
5.2.5 Ensure personnel assigned the SEP roles of Program Manager, Project Manager, Configuration Manager (CM), Test Director, and Project Security Manager (PSM) attend the SPA audits.  Quality Assurance Personnel (QAPs) must attend if the project has contractors. These are the minimum requirements.  Other project personnel are welcome to attend. 

5.2.6 Prepare Minutes with the documented decision to proceed to the next development phase.  Refer to the End-of-Phase Management Review [TOPR006].

5.2.7 Provide a copy of the Staff Summary Sheet (SSS) approved by HQ SSG/EV if your project has been waived from being audited, or terminated from SPA audits.  Once the SPA Office receives a copy of the approved SSS, the project can then be removed from the Master SPA Audit Schedule.  See paragraphs 6.1 and 6.2 for more information on waivers from SPA Audits and termination of SPA Audits.

5.2.8 Notify the SPA Office in writing when the name of a project has been changed.

5.2.9 Notify the SPA Office when a new project is commissioned or projected so that it can be included in the Master SPA Audit Schedule.

5.3 Software Project Managers (SPMs) will: TC "5.3  Software Project Managers (SPMs)" \f C \l "2" 
5.3.1 Be knowledgeable of the SEP, plan and implement all SEP requirements and manage the project in accordance with the SEP

5.3.2 Be knowledgeable of SEP roles, assign personnel to SEP roles, and ensure personnel complete mandatory SEP training applicable to their roles.  Review the MIST on a monthly basis and update the Individual Development Plans (IDP) of project personnel, if appropriate.

5.4 The SPA Office will: TC "5.4  The SPA Office" \f C \l "2" 
5.4.1 Be the focal point for SSG SPA activities.

5.4.2 Prepare and maintain the written Systems Process Assurance Policy [PFPO002] and the SPAP.  Both are in the SEP and available on the SEP Web Page.  Updates to the SPAP and SPA Policy will be conducted annually.

5.4.3 Report SEP process deviations to Senior Managers, Program Managers and Project Manager. 

5.4.4 Audit projects to determine the level of SEP compliance and the status and currency of the data in the MIST.  

5.4.4.1 Audit all projects except support projects at least semi-annually unless otherwise directed by SSG/EV or an approved waiver or termination (from SSG/EV) is on file in the SPA Office.
5.4.4.2 Conduct an Initial Audit, with no color rating, on new projects within three months from the development project start date.

5.4.4.3 Conduct a Re-Audit on projects that receive a "Red" color rating during the semi-annual audit.  The Re-Audit will occur after 60 days from the time the "Red" audit is sent to the Project Manager.  Only those items rated as "Red" or "Yellow" will be addressed during the re-audit.  NOTE:  Re-Audits will not affect the regular semi-annual schedule of the project.

5.4.4.4 For projects that receive a "Yellow" color rating during the audit, the SPA Office will follow up on open items every 30 days.  The SPA Office will send the Project Manager an Open Item spreadsheet with all "non-green" Open Items listed on the spreadsheet.  Once the project completes all Open Items on the spreadsheet, the SPA Office will set up a Re-Audit to verify all the items have been closed.  The SPA Office will then prepare an audit report after the re-audit.  Projects that receive a "Yellow" color rating will still be audited during their normal semi-annual timeframe, even if all Open Items have not been closed.

5.4.4.5 For projects that receive a "Red" color rating during the audit, the SPA Office will follow-up on open items every 30 days.  The SPA Office will send the Project Manager an Open Item spreadsheet with all "non-green" Open Items listed on the spreadsheet.  A re-audit of the project will be conducted 60 days from the time the audit was sent to the Project Manager, even if all Open Items on the spreadsheet have not been closed.  The SPA Office will then prepare an audit report after the re-audit.
5.4.4.6 Audit support projects annually using the CMMI and SEP as guides.  The support projects are:  Systems Engineering Process Group, Configuration Management Operations, Test & Evaluation, Product Distribution, Systems Process Assurance, and Organizational Training.  

5.4.5 Prepare a report for each audit and include open items for improving SEP compliance.  Audit reports will have a color rating of "Green", "Yellow", or "Red" for each area as well as an "Overall" color rating.  
5.4.5.1 Send the report to the Command Section (SSG/EV).  Courtesy copies may be sent to the Program Manager, Project Manager, SEPG, and other levels of management.

5.4.6 Provide feedback to the SEPG concerning recommended process improvements.

5.4.7 Brief senior management on SPA activities at least monthly or as required.

5.4.8 Report matters relating to SPA activities directly to the Command Section. 

5.4.9 Maintain a copy of the annual SPA Office audit report and track open items to closure.

5.4.10 Maintain a copy of SPA Audit Waiver and SPA Audit Termination requests that have been approved by SSG/EV. 

5.4.11 Maintain the Master SPA Audit Schedule.

5.4.12 Maintain a copy of Dynamic Object-Oriented Requirements System (DOORS) waivers that have been approved by the SEPG and SSG/EV.

6.0 Waiver/Termination Procedures of SPA Audits

6.1 Waiver Procedures

6.1.1 All projects must adhere to the SEP and are subject to SPA audits unless waived.  If you are going to request a waiver from SPA audits, you must adhere to all of the following subparagraphs for waiver procedures.
6.1.2 Prepare a Staff Summary Sheet (SSS) using Air Force Form 1768.  If you would like an example of what is required on the SSS for a waiver, please click here [SSS for a Waiver].
6.1.3 The SSS for a waiver must be coordinated through the SPA Office before being sent to SSG/EV for approval.

6.1.4 The SSS for a waiver must state the justification for requesting a waiver of SPA Audits.

6.1.5 If the SSS for a waiver is approved by SSG/EV, the project must provide a copy of the approved SSS to the SPA Office so the project can be removed from the Master Audit Schedule.

6.1.6 If the SSS for a waiver is approved by SSG/EV, the project must notify the SPA Office if software or documentation modifications resume on the project.

6.1.7 All SSS for waivers must be reviewed and validated annually within 45 days prior to the approval anniversary if modifications have not resumed by then.  Attach a copy of the approved SSS to a newly completed SSS and process through normal channels.   

6.2 Termination Procedures TC "5.1  The Command Section" \f C \l "2"  

 TC "8.0  Waivers & Termination Procedures" \f C \l "1" 
6.2.1 All projects must adhere to the SEP and are subject to SPA audits.  If you are going to request a Termination of SPA Audits, you must adhere to all of the following subparagraphs for termination of SPA Audit procedures.
6.2.2 Prepare a Staff Summary Sheet (SSS) using Air Force Form 1768.    If you would like an example of what is required on the SSS for Termination of SPA Audits, please click [SSS for Termination].
6.2.3 The SSS for a termination must be coordinated through the SPA Office before being sent to SSG/EV for approval.

6.2.4 The SSS for a termination must state the justification for requesting the termination.

6.2.5 If the SSS for a termination is approved by SSG/EV, the project must provide a copy of the approved SSS to the SPA Office so the project can be removed from the Master Audit Schedule.
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