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Control Board Meeting Minutes

1. DISANet Configuration Management (CM)


All DISANet operational hardware and software changes will be maintained under the control and authority of Configuration Management

2. Roles and Responsibilities in Configuration Management

The following management groups have roles and responsibilities in supporting Configuration Management efforts in managing ‘Changes to the DISANet.’ 

· Configuration Processes and Administration (CPA)

· Configuration Project Management (CPM)  

· DISANet Configuration Control Board (DCCB)

· Technical Advisor (TA)

2.1. Configuration Processes and Administration (CPA)

 

DISANet change requests and related information will be submitted to, and tracked under the control and authority of, Configuration Processes Administration (CPA).  The change request (triggers) will include, but are not limited to the following:

· Requirement Identification (RID) 

· E-Mail 

· Phone Calls 

· Meetings

· Management Directives 

CPA will facilitate all activities of the DISANet Configuration Control Board (DCCB).  CPA will be responsible for management, defined as change control of the operational DISANet, as well as process management. (Business Rules and processes that result in items subject to configuration management – i.e., meeting minutes, action items and status tracking).  

CPA will enforce the implementation of the defined development process (‘Changes to the DISANet’ process model) through the DCCB.  The principal duties of CPA are as follows:

· Identify DISANet Configuration Items (CI)

· Maintain the Configuration Items baseline for the operational DISANet

· Act as the DCCB secretariat; Publish, distribute, and maintain minutes of DCCB meetings

· Manage the change control process 

· Report current activity status to the DCCB

· Conduct periodic formal or informal configuration reviews and audits

· Administer configuration management tools, including loading new releases, setting project defaults, and overseeing integrity of the project files

· Administer the DISANet Asset Management Database

2.2. Configuration Project Management (CPM) 

All non-routine requirements for the DISANet involves the Configuration Project Management (CPM) element for project fact-finding with the customer to identify project scope, resources, funding and DISANet impact and feasibility.  The CPM element ensures all non-routine requirements for the DISANet contain all necessary supporting documentation and present it’s finding to the DCCB for technical review and recommendation.  CPM will utilize existing configuration management tools to document, track and report on the status of these requirements. Upon DCCB recommendation and DISC Commander approval, identified projects will be managed throughout the project’s lifecycle.  CPM, with the assistance of the Technical Advisor and the Enterprise Architecture Team, will notify the customer on all non-approved projects.  The role of the CPM element is further defined below: 

· Responsibilities:
· Coordinate large and special interest projects within the DISC via System Change Requests (SCR).

· Duties: 

· Coordinates with all parties involved to develop requirements and solutions

· Manage project scope in accordance with DCCB guidance

· Identify and obtain all required funding through the DISC Requirements Board process 

· Track requirement activity using available CM tools

· Submit all non-standard or special requirements to the DCCB 

· Assemble project teams and facilitate meetings as required

· Develop, schedule and monitor project progress through the SCR, DISANet Technical Staff Notification (DTSN) and DISANet Rollout Notification (DRN)

· Close the SCR within the CM database (DEMI) when so directed by the project Team Lead 
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The concept of the DISANet Configuration Control Board involves the review and assignment of a disposition to the System Change Requests (triggers) identified in section 1.1.1.1, as related to the DISANet configuration items (CI). DCCB members include one technical representative from each DISC Branch functional area.  Members will review System Change Requests (SCRs) presented to the board for resolution.  Questions or concerns are discussed on pending change requests resulting in an agreed upon plan of action by the DCCB.  The technical advisor, in coordination with other CM functional areas, will determine subsequent meetings.  The DCCB, using established DISANet policies and procedures, will review SCRs. When necessary, additional DISC personnel will participate on an as-needed basis to explain complex technical problems or solutions, but are not considered members of the DCCB.  A determination is either made by the DCCB to hold an SCR for further investigation, evaluation, proceed or recommend disapproval.  CPA will facilitate and maintain minutes of all DCCB meetings.  The role of the DCCB is further defined below: 

· Acting authority for evaluating and making recommendations to the DISC Commander for acceptance or rejections on SCRs having a technical affect on the DISANet

· Review and approve all documents submitted for baselining the DISANet

2.4. Technical Advisor (TA) to the DCCB tc "
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The Technical Advisor is the Lead Technical Authority on the DISANet and will provide guidance to the DCCB on all technical issues impacting the network.  The TA will ensure the DCCB representatives have the appropriate technical skills and knowledge to respond to SCRs, identify and resolve issues in an integrated manner in order to make sound and timely decisions.  

3. Configuration Control

Configuration Control is the basic process by which changes to the network are tracked, approved, monitored, and controlled.  The DCCB, described in Section 1.1.1.2 is at the heart of the process, with the responsibility of approving or disapproving all changes to the DISANet baseline Configuration Items. All changes at a minimum shall be evaluated in consideration of cost, schedule and performance impacts. The DCCB will identify routine fast-track items requiring the board’s review, recommendation for approval and plan of action.  Based upon the model ‘Generating Changes to the DISANet,’ the following examples reflect some of the items the DCCB will have authority over:

· New Server Requests

· New Software Applications

· Router Upgrade/Replacements

· Coordinated Items (Firewalls, etc.)



The following section describes the process for the submittal, review and approval of a customer requirement on the DISANet.

3.1. Customer Requirement Submittal Process
3.1.1. Customer Requirement Request to the DISANet 
Any member of the DCCB, or any customer representative, may generate a customer requirement (RID, E-Mail, Phone Call, Meeting) request. The customer requirement shall be routed to CM for initial analysis. CM will generate an electronic SCR utilizing the available configuration management software tool and enter the requirement information.  CM assigns and forwards the SCR to a DCCB team member for further evaluation and course of action.  CPA, at the next scheduled DCCB meeting is responsible for submitting all SCRs for review and disposition. 

The change management tool will be utilized to generate, forward and track all SCRs progress.  An historical file of SCRs shall be created against all baselined products.

The SCR priority levels are described in the table on page 7.

3.1.2. Fast-Track Requirement Process

The “Fast Track” process is intended to be used for requirements that fall outside of the normal DCCB review cycle.  Fast Track items are usually of operational necessity that satisfies a priority situation and requires the approval of a member of the DISC senior management staff.  The responsibility for bypassing the normal review process is assumed by the approving official and the action officer is responsible for back briefing the DCCB.  All documentation of the action is completed after the fact. (i.e., the reason a “Fast Track” was necessary, impact assessment, pending issues, ... etc.).    

	SCR Priority Level
	Criteria

	1( - CRITICAL
	Failure to respond to the System Change Request would 

· Prevent the accomplishment of an operational or mission-essential capability, and/or

· Jeopardize safety, security, or other critical requirements.

	2( - HIGH
	Failure to respond to the System Change Request would 

· Adversely affect the accomplishment of an operational or mission-essential capability, and/or 

· Present technical, cost, or schedule risks to the project or to life-cycle support of the system.

	3( - MEDIUM
	Failure to respond to the System Change Request would result in 

· User/Operator inconvenience, but would not affect a required operational or mission-essential capability, and/or 

· Inconvenience to development or support personnel, but would not prevent the accomplishment of their responsibilities.

	4( - LOW
	Failure to respond to the System Change Request would result in
· Effects of the System Change Request on other components cannot be analyzed, and/or

· System Change Request represents a future enhancement and will be considered at a future meeting.


3.1.3. DISANet Database Update

Updates to the DISANet Asset Management Database (DISANet AMD) will only be made as required from approved SCRs. The system administrator and designated personnel will have exclusive privileges to update database files. 

Appendix A: Acronyms

CI
Configuration Item

CM
Configuration Management

CPA
Configuration Processes and Administration, (CM)

CPM
Configuration Project Management, (CM)

DCCB
DISANet Configuration Control Board

DEMI
DISANet Enterprise Management Information System

DISC
DISA Information Systems Center

RID
Requirements Identification

SCR
System Change Request

TA
Technical Advisor

Appendix B: Suggested Format for DISANet Configuration Control Board Meeting Minutes

DISANet Configuration Control Board Meeting Minutes
Date:  dd/mm/yyyy

DISANet CCB Members Present:

1.  Purpose of Meeting


 
Scheduled items to be discussed


 
Adoption of minutes from previous meeting

2.  DCCB Actions


 
Disposition of SCRs


 
Other actions as required

3.  Discussion of DCCB Issues 

 
Issues noted


 
Plan/schedule for resolution of issues

4.  Narrative Summary of DCCB Discussions


 
Current status



New issues


 
Unresolved issues


 
Unscheduled issues


 
Planned agenda for next DCCB meeting

DISANet CCB Action Items:
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