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Turn-In and Release Guide

1.0 Purpose:  This guide defines the procedures and process used to turn in Automated Information System (AIS) software, documentation, source code, and data for test and fielding.

2.0 GENERAL
NOTE:  Within SSG a single point of software distribution exists to prevent loss of 
configuration control.  Product Distribution within SSG Quality Assurance Test and 
Evaluation is responsible for distributing all software, Commercial-Off-The-
Shelf (COTS), Government-Off-The-Shelf (GOTS), and other products maintained and 
managed by the various program offices within SSG.  Any exceptions to the central 
release policy will require approval of the SSG Executive Director  prior to release.
2.1 Software Release Authority.  Software releases made from SSG in support of 
standard systems and architectures will be accomplished IAW the procedures contained 
herein.  These procedures are based on the Program Manager being the release authority with a recommendation from the Chief of SSG Quality Assurance Test and Evaluation, upon successful completion of Qualification Test and Evaluation (QT&E) I and II as applicable.
2.2 Software Release Agent.  SSG Product Distribution is the software 
release agent for all of SSG.  The release of software from any other agency within 
SSG is not authorized without written approval from SSG Executive Director. 
Release Request Letters [SWFM012] requesting such approval must describe the proposed release approach, specifically addressing how the essential functions of the 
standard release process will be accommodated (e.g.., elements to be released and 
method(s), configuration management controls, description of changes, and release 
schedules).

2.3 Release of Software for Operational Use.  Electronic distribution of software is the 
preferred method of distributing all software released for SSG.  Electronic distribution consists of File Transport Protocol (FTP) between the various divisions; Tape Transport Utility (TTU) to the Systems Management Centers (SMCs), the former DISA or DMC; and the AF Center for Electronic Distribution of Systems (AFCEDS)--a web-based system managed by SSG Product Distribution.  Each of these methods can handle software, documentation, and supporting materials as required.  In those instances where electronic distribution is not practical, the software will be distributed using the media specified by the Program Manager.
2.4 Release of Source Code:  The release of source code to organizations outside of 
SSG is controlled and governed by HQ SSG Instruction 64-2.  Refer to this document 
when requesting a source code release.  All SSG personnel must exercise utmost care 
when proposing the release of SSG controlled source code.  Only authorized sites with a 
thoroughly justified need are given access to source code.  A standard Memorandum of 
Agreement, signed by the Program Manager and the requester, must accompany all requests for source code.  If approved, a request for a standard release, as outlined in 
[SWFM012], must be forwarded to SSG Product Distribution.  In addition to the 
items specified in paragraph 8, the following documents are required:

      a. The signed Memorandum of Agreement

      b. Copies of correspondence or documents received from the requesting agency

      c. Contracting and legal coordination

      d. Command section approval

2.5 Documentation:  Documentation being released to organizations outside SSG will be 
turned in to the test organization representative at the Test Readiness Review (TRR) II.  
Exceptions are certain functional user manuals that have approval to use other methods. 
Test and Evaluation processing includes editing.  New documentation normally requires 
approximately 60 days.  Revisions or changes to online documentation must be highlighted such that they are distinguishable from the unchanged text.  Revised or changed documentation normally requires approximately 30 days for changes to less than 10% of the document and up to 60 days for over 10%.  Program Managers must take this time into consideration when planning releases that include documentation.  To allow sufficient time in the release schedule for documentation contact SSG Quality Assurance Test and Evaluation before the release schedule is established.  All new documentation packages must consist of the following: 

      a. Access to the documentation for editing.

      b. AF Form 673, Request to Issue Publication, original plus 5 copies (for tracking purposes).

3.0  REQUEST FOR ASSIGNMENT OF AIR FORCE SOFTWARE COMPUTER MANUAL (AFSCM) NUMBER:  All requests for the assignment of a new AFSCM number will be forwarded to SSG Product Distribution.  In each case the appropriate manual number will be assigned by SSG Product Distribution and provided to the Program Manager IAW AF Index 27, which governs all software computer manuals.  Each request must be submitted using the Release Request Letter and Instructions Form [SWFM012].  The subject in the letter should state “Request for Assignment of Manual Number for the system name.”  
4.0 Release Types:

4.1 Standard:  A standard release can be used to support or correct a unique situation or problem at specified sites.  The processing time for this type of release will be based on the assigned precedence, and the workload associated with testing and editorial support.  A precedence of routine, priority, critical or emergency is assigned to standard releases based on operational need.  The prefix of “S” will be assigned to designate standard release numbers.
4.2 Test load:  A test load release is for software that requires field testing in addition to the laboratory testing.  All laboratory testing will be performed by the appropriate testing organization.  For all systems maintained or managed by SSG, the appropriate testing organization is SSG Quality Assurance Test and Evaluation.  This release may be referred to as a QT&E II.  Letters requesting a release number for a test load must state QT&E II in the subject line, and list the test sites on the Locations line of the release request letter.  These releases will be assigned a standard number with a “T” prefix.

5.0 Release Precedence:  When assigning a release precedence to a release, each Program Manager should take into consideration the urgency, scope, complexity, deadlines, and other parameters that may affect the actual date the release must be fielded for operational use.  Critical and emergency releases will always receive the highest priority as it relates to available resources to conduct testing.  Each release will be assigned a precedence based on the following:
5.1 Routine:  This is the normal precedence given to any release.  Any request that does not identify a precedence type will be treated as a routine.  Normally, all routine release requests are processed on a first-in, first-out basis.  Processing time may be greater than 30 days (from turn-in to release), depending on the support, duplication, and distribution time required.  All SEP disciplines must be accomplished for a routine  release.
5.2 Priority:  This precedence is given to a release that does not necessarily require immediate attention but must be processed, shipped, and delivered earlier than would occur with a routine precedence.  Use of this precedence, including the requirement of a specified ship date, must be justified.  Processing time is usually 8 to 29 days (from turn-in to release), depending on the support, duplication, and distribution time required.  All SEP disciplines must be accomplished for a priority release. 
5.3 Critical:  This precedence is given to a release in support of a special operational need as specified by AF Chief of Staff, CINCs, Air Staff component or directorate, or DFAS.  Releases with this precedence must be processed expeditiously.  All activities within SSG must work together to ensure this type requirement is satisfied as quickly as possible.  Every effort will be made to meet the release date specified in the Release Request Letter.  If required, all routine and priority processing will cease until the critical release is processed.  A request for a critical precedence must be justified and directly support a special operation as described above.  All SEP disciplines must be accomplished for a critical release.
5.4 Emergency:  This precedence is given to a release that must be processed and 
shipped as quickly as possible to satisfy an emergency requirement.  An emergency precedence is used for a release when condition(s) exist that preclude a site(s) from providing critical mission support.  All activities within SSG must work together to ensure this type requirement is satisfied immediately.  An emergency precedence request must be thoroughly justified and include the Deficiency Report (DR) number(s) the software release is addressing.  A precedence of emergency cannot be assigned without an existing priority 1 or priority 2 DR.  If necessary, the processing of all releases will cease until the emergency situation is resolved. The Program Manager’s Release Turn-In Certification Form [SWFM011] will serve to satisfy all SEP disciplines for the purpose of an emergency release.  Any life cycle documentation changes caused by the emergency release shall be accomplished within 30 days of the emergency release.  
6.0 Release Requests: 
6.1 Initial Release Request:  A release request is required for all software maintained or 
managed by SSG that is being fielded for operational use.  Release requests will be 
submitted to SSG Product Distribution for processing and the assignment of a release number.  Each release request submission will require the use of the Release Request Letter and Instructions Form [SWFM012].  Approval of the release request is required prior to the release package being turned in for qualification testing.  The Release Request Letter must be submitted early in the project’s life cycle as outlined in the approved tailoring worksheet: 

      a. Routine Release Requests should be turned in NLT 30 days prior to the projected turn-in date.
      b. Priority Release Requests should be turned in NLT 7 days prior to the projected turn-in date.
      c. Critical Release Requests should be submitted as soon as possible after the 
requirements become known.  The more time available for planning and preparation can result in faster, more effective handling through the testing or release process.  Verbal notification of the forthcoming need should be provided, followed by the written request.  The processing of a release with a critical precedence will not be delayed due to the lack of a written request.  All other release-processing requirements apply.  NOTE: After duty hours, requests for support may be initiated by notifying the FAB at 416-5771.

      d. Emergency Release Requests must be in writing whenever time permits.  Verbal 
requests may be used when time constraints apply.  A written request must be submitted as soon as possible, but not later than 2 duty days, following the verbal request.  The processing of an emergency release will not be delayed due to the lack of a written request.  All other release-processing requirements apply.  NOTE: After duty hours, requests for support may be initiated by notifying the FAB at 416-5771.

*Note:  The Release Request Letter for QT&E II, QOT&E or a Testload must be submitted at least 90 days prior to the expected start date.  The Program Manager (PM)  should have coordinated previously with the MAJCOM functional area counterparts.
6.2  Re-Release Requests:  A re-release request of software occurs when a site was not included in the original addressee list when the release was processed for fielding.  Normally this will apply to systems that are not normally released electronically.  When this condition occurs, the Program Manager must submit a modified Release Request Letter (see [SWFM012]) to release the software to the site.  The releasing organization will process the request and distribute the software to the user.  The Program Manager should add the site to the address list to ensure the site continues to receive any additional or future software releases.
6.3 Reship Requests:  A reship occurs when the user needs the software resent to them for any of a host of reasons (e.g., media damaged during shipment, unable to download from AFCEDS etc.).  When this condition occurs, the user must notify the HelpDesk and have them create a Remedy Ticket.  The releasing organization will process the request and distribute the software to the user.
6.4 Cancellation of a Release Request:  If a scheduled release is no longer required and 
a release number has been assigned, the release must be cancelled in order to preclude any further actions.  The cancellation letter (see SWFM012) should be sent to SSG Product Distribution for processing and cancellation of the assigned release number.  

7.0 SOFTWARE TURN-IN
Note:  All software turned in to SSG Product Distribution will be accompanied by the source code used to generate the software.  The requirement to provide source code is necessary to reconstitute software programs in the event of catastrophic loss due to natural disasters, acts of war, sabotage, etc.  Source code may be submitted on any media which would afford the owning program office the easiest opportunity for reconstitution.  Source code will be stored off-site in a secured waterproof or fireproof storage device by SSG Product Distribution.  Programs that reside on mainframe computers are not required to submit source code due to SAVEOFFs run by SMC-Montgomery.  In these cases, the “Comments” block of the “Release  Turn-in Certification Letter” will identify the program as a mainframe system with source code safeguarded off-site in accordance with Save and Off-Site Storage Procedures for Computer Mainframe Systems Guide [SWGD012].
7.1 Software Turn-in for Qualification Test and Evaluation (QT&E):  Software 
being fielded to organizations outside SSG for operational use will be turned in to  
SSG Quality Assurance Test and Evaluation after TRR II.  All Program Managers must prepare both a Release Turn-In Certification Form [SWFM011] and an AF Form 636 - Systems Change Release Form [SWFM018] (or a release document IAW AFM 171-530, Volume I and II, Base Level Integrated Support System (BLISS)).  The following will be provided to SSG Quality Assurance Test and Evaluation:

      a. Release Turn-In Certification Form [SWFM011] 

      b. Signed and dated AF Form 636 - Systems Change Release Form [SWFM018] 
      c. Test Plan

      d. Test Report for Function and System Test

      e. Test Descriptions for QT&E I and QT&E II if applicable.

      f. List of addresses for release (when available).  For electronic distribution include E-mail addresses.
      g. Documentation.  Note: Specific documentation requirements are found in paragraph 8.         
      h. System to be released.  This may consist of object code.  Provide two master 
copies of the system. 
      i. Any other attachments noted on the AF Form 636 - Systems Change Release Form  [SWFM018].

      k. A soft copy of the documentation to be released via AFCEDS.

7.2 Systems Turn-In For Operational Fielding:  All systems turned in for 
operational fielding must have been turned in and approved for release by the Chief of SSG Quality Assurance Test and Evaluation prior to fielding.  The following items are required by SSG Product Distribution prior to the release of the software from SSG Quality Assurance Test and Evaluation.:

      a. Release Turn-In Certification Form [SWFM011] 

      b. Test Plan

      c. List of addresses for release (when available).  For electronic distribution include E-mail addresses.

      d. Documentation along with an AF Form 673.  Note: specific documentation requirements are found in paragraph 8.  

      e. System to be released.  If possible, access to NETWORK site for transfer of master to AF Center for Electronic Distribution of Systems (AFCEDS).
      f. Signed and dated SSG Form 2234.

      g. Signed and dated AF Form 636 - Systems Change Release Form [SWFM018].

      h. Any other attachments noted on the AF Form 636 – Systems Change Release Form [SWFM018].

      i. Source Code.  

      j. Test Readiness Review II, Test and Evaluation Report and Debrief.

7.3 System Release Processing Time Requirements:  Release packages must be 
submitted to SSG Product Distribution prior to the ship date stated in the Release Request Letter.  Lead time varies based upon the release precedence.  The following turn-in timeframes can be used as a rule of thumb for processing each release request:

      a.    Routine:  5 days prior to the ship date.

      b.    Priority:  3 days prior to the ship date.

      c.    Critical:  As soon as possible.

      d.    Emergency:  As soon as possible.

8.0 DOCUMENTATION REQUIREMENTS FOR QT&E II AND TESTLOAD:  Documentation released to QT&E II sites will be in draft.  Exceptions are certain user manuals that have approval to use other methods.  The OPR will provide two copies per test site to the assigned test organization tester.  Documentation for QT&E II should be reviewed as any other documentation.  Once documentation is released to QT&E II sites the only changes that are submitted should be as a result of QT&E II findings.

9.0 SYSTEM Documentation recycles:  A recycle is the identification and written notification (SSG Form 2234) to the PM that errors have been found after the original turn-in, either by SSG Quality Assurance Test and Evaluation or the developer.  The following procedures must be followed for all recycled software or documentation:

9.1 Test and Evaluation (System Documentation):  The tester will notify the 
PM that errors have been found and the package needs to be recycled.  If possible, only those faulty portions will be returned, otherwise the entire package will be recycled.  Once all errors are corrected, the package or portions must be returned by the PM to SSG Quality Assurance Test and Evaluation.

9.2 OPR-Requested (System Documentation):  If the Project Development 
Team (PDT) discovers errors after a package is turned in, the assigned tester or section chief should be notified immediately.  In this way, the evaluation can be delayed or suspended, thereby not wasting time testing faulty software.  A recycle request letter signed by the PM must be submitted to the testing organization explaining the problem and what must be done to correct it.

9.3 Documentation (Editorial):  The editor will notify the PM and schedule a 
meeting.  The PM must correct the errors and then return the documentation to the editor.  SSG Product Distribution will ensure proper distribution of the updated documentation.
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