SWFM012                Release Request Letter and Instructions Form           17 Feb 2004


	                                                                                                                Date:             

Memorandum For SSG Product Distribution
                                        SSG Quality Assurance Test and Evaluation
                                        SSG Corporate Configuration Management
FROM: 

SUBJECT: 

1. System Code:
2. Project Code:  

3. Security Classification: 

4. SPCA/NetRA required (Yes/no, attach copy of ENQS “SPCA Determination” letter or email): 

5. Number of elements involved: 

6. History:

7. Version #:

8. Processing Frequency:
9. Supporting Documentation:
             a. Volume:

             b. Chg, Rev, or New:
             c. Pages:

             d. Date:

             e. POC: Phone:

10. Distribution method:  

11. Locations:
12. Turn-in date:  

             a. Documentation:

             b. Software: 

13. Ship Date:
14. Rationale for the release:

15. Test Release Information:

             a. Proposed Start and ending dates for QT&E II:
             b. Proposed Start and ending dates for QOT&E:

             c. TDY Support required:

             d. Copies of related correspondence with HQ USAF, MAJCOM, etc.:

             e. Impact on the site:

                (1) Run times:

                (2) File requirements:

                (3) Training requirements:

                (4) Equipment and software required over minimum standard configuration:

                (5) Parallel processing requirements:

                (6) Fall back procedures:

16. Desired date for worldwide implementation:

17. Magnetic media and label information:

             a. Organization:

             b. Density:

             c. Security Classification:

             d. File Type:

             e. POC:

18. JON:

19. Primary POC:  Phone:

20. Alternate POC:  Phone:

Project Manager or???? 

Software Project Manager


Release Request Letter and Instructions Form
Address the letter to:

Routine/Priority:  SSG Quality Assurance Test and Evaluation 
Address the letter from: 

 Routine/Priority:       Your Division.  
 Critical/Emergency:  Your 2 Letter Director.  
Subject:  The subject of the letter will specify type of release or test, system title, and precedence of the release being requested (e.g., Standard Release for the Core Automated Maintenance System (CAMS), Routine Precedence or Standard Test and Release (QT&E II), Routine Precedence, for the Security Forces Management Information System)
System Code:  e.g. FS
Project Code:  8-character code obtained from SSG Earned Value

Security classification:  Self-explanatory

SPCA/NetRA Required:  Requires a yes or no answer.  In either case ENQS should have provided a “SPCA Determination” letter or email indicating requirement.  That letter or email should be attached to this request. 
Number of elements involved:  Specific software file names if available.  NOTE:  If an excessive number of elements are being released, an attachment may be used.

History:  State if this release is a baseline release or not.  If not, identify by release number, the baseline and subsequent patch releases.

Version #:  Provide the version number for the release being tested.

Processing Frequency:  How often the customer will use the software, (e.g, daily, monthly, etc.).

Supporting Documentation:  Applicable OM and UM.  Provide the following information for each document.

Volumes:
      a. Change, Review, or New:  If the document is a change, provide the change number.

      b. Pages:  Number pages.

      c. Date:  Date of document.

      d. POC:  Phone:  Document point of contact and phone.

Distribution Method:  Magnetic media, TTU/FTP, or AFCEDS/WWW

Magnetic media information.  For systems submitting an AF Form 636, the following information must also be entered in block 18 of the form: 

      a. Format of media to be reproduced. 
          (1) Type (diskette, cartridge tape, Electronic/Web/FTP, etc.), Size (3.5", 4mm, 8mm, etc.).  
          (2) Density, if applicable, (1.4MB, compressed or uncompressed, etc.).  Standard SSG compression tools must be used, type of computer used to create the diskettes or cartridge tapes (e.g. IBM, desktop systems, Unisys, Hewlett Packard, etc.).

Locations:  Provide name of sites to which release is to be shipped.  Program Managers must maintain an updated address database of sites in Excel or Access format.  The Program Manager will review the address database prior to the ship date for each release and provide a current copy to SSG Product Distribution as soon as it is available.  Databases of more than fifteen sites must be provided electronically to SSG Product Distribution.  Required information: point of contact, organization, office symbol, street address, building number, base name, state, zip code, e-mail address, and commercial telephone number.

NOTE:  Maximum use will be made of the site's local Customer Service Center (CSC), Small Computer Technical Center (SCTC), Base Network Control Center (BNCC), or equivalent, for reproduction and on-base distribution of diskettes, related documentation, and electronic shipments.  Additional on-base addressees will not be accepted.

NOTE:  List, in order of preference bases that can support QT&E or QOT&E tests.  Provide a distribution list if several sites are to receive this release.  If the addressee is not an RPC/DMC site, provide the organization name, office symbol, street address, base name, zip code, and commercial telephone number.

Turn-in-date:  For each day the turn-in date is missed, the ship date must be adjusted accordingly.
      a. Documentation:  Provide the date documentation is expected to be turned in to SSG Quality Assurance Test and Evaluation.  See the Turn-In and Release Guide [SWGD018] for time requirements.

      b. Software:  Provide the date the software is expected to be turned in to SSG Quality Assurance Test and Evaluation.
Ship Date:  Provide the date the release is required to be shipped.  Please ensure this date is consistent with the precedence being used.  If electronic distribution is used, include desired electronic distribution activation date.

Rationale for release:  Explain the unique requirement or problem the release will support or correct.  Please do not describe the system, but give a brief description of the system changes included in the release.
NOTE:  If this is a priority, critical, or emergency request, include in this paragraph the significant impact if this release is not mailed by the date requested.  If electronic distribution is not used, include justification.  Be specific. 

NOTE:  For emergency request include the Deficiency Report (DR) number and the DR priority.

Test Release Information:
      a. Proposed start and ending dates for QT&E-II:  Self-explanatory.
      b. Proposed start and ending dates for QOT&E:  Self-explanatory.
      c. TDY Support Required:  Number of personnel, their AFSCs, and the bases they will support.
      d. Copies of related correspondence with HQ USAF, MAJCOM, etc:  Self-explanatory.
      e. Impact on Site:  How will the software affect the customer?
          (1) Run times:  Self-explanatory.

          (2) File requirements for site personnel:  Self-explanatory.

          (3) Training requirements for site personnel:  Self-explanatory.

          (4) Equipment and software required over minimum standard configuration:  Self-explanatory.

          (5) Parallel processing requirements:  Self-explanatory.
      f. Fallback procedures:  e.g. Restore XXXX version X IAW fallback procedures contained in the load instructions (reinstall version X and reload data files saved with version X).

      g. Desired date for worldwide implementation:  Self-explanatory.
      h. Magnetic Media and label information:  

          (1) Format of media to be reproduced:

               (a) Type (Diskette, cartridge tape, Electronic, Web, FTP, etc.)

               (b) Size (3.5", 4mm, 8mm, etc.).  If applicable

               (c) Density (1.4MB, compressed or uncompressed, etc.).  Standard SSG compression tool, winzip, must be used.

               (d) Type of computer used to create the diskettes or cartridge tapes (e.g. IBM, desktop systems, Unisys, Hewlett Packard, etc.).

          (2) Diskette or cartridge tape labels:  Provide label information with release request.  SSG Product Distribution has the capability to print labels.

               (a) Organization:  Self-explanatory

               (b) Density:  e.g., 1.44MB High Density
               (c) Security Classification:  Self-explanatory
               (d) File Type:  Application Programs
               (e) POC:  
      i. JON:  To which work will be charged.

      j. Primary POC (project CM) and phone number:

      k. Alternate POC and phone number:

      l.  Signature block:

                (1) Routine/Priority:  Your Division.

                (2) Critical/Emergency:  Your 2 Letter Director.

DATE

Memorandum For SSG Quality Assurance Test and Evaluation

FROM: 

SUBJECT: Request Re-Release of Release number S________ for (System Name (Acronym))

System Code:  

Required Ship Date:

JON:

Complete Mailing Addresses:

POC:  

Program Manager Signature Element

DATE

Memorandum For SSG Quality Assurance Test and Evaluation

FROM: 

SUBJECT: Request Cancellation of Release number S________ for (System Name (Acronym))

1.  Request subject release be cancelled.

2.  Provide rationale for the cancellation of the release.

Program Manager Signature Element
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