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DISANet Standard Operating Procedure for

DISC Requirements Process 


1. Purpose:  DISA Information Systems Center (DISC) is charged with responsibility for the   management of the process for all requirements which are submitted to and affect the DISANet.
2. References:  
a.  DISA Instruction 630-225-6, Management of DISA Information Resources and Information Technology, 10 July 2000
3. Scope:  This document describes the formal process for the submittal of a requirement or request for services pertaining to the DISANet.  The document identifies the authorized method for submitting the requirement, the common basis on the requirement assessment and management through the review, decision and processing stages. This SOP identifies responsibilities within DISC for documenting, determining the merits of the requirement, and management of requirement through the decision and implementation, and closure process.  
4. Background:  The basis of submittals for DISANet service requests were received by DISC management and technical officers through multiple means including e-mails, phone calls, meetings, and via the requirement identification (RID) system.  Requirements submitted were determined to be either routine or non-routine requests.  Management of these requirements was handled through various DISC meeting forums thus limiting the capability for reliable data and metrics analysis.  An initiative to expand the current RID system as the common point for submittal of all requests and/or requirements affecting the DISANet was tasked.  Follow-on revisions to DISC organizational processes in the management of requirements through DISC were essential to overall RID management effectiveness. 
5. Responsibilities:  All organizations and users who have a need for the services provided by the DISANet shall submit their requirements through the Requirement Identification and Tracking System (RITS).  Requirements affecting the DISANet are initialized through multiple means and include routine and non-routine service requests, management directives, security mandates, site survey, end of life replacement, changes and/or upgrades.  
6. Procedure:  User submitting request for DISANet Service.
6.1. Users requesting service or having a requirement which affects the DISANet shall submit their request or requirement via Requirements Identification Tracking System (RITS) which is part of the standard DISANet desktop PC environment.
6.2. Requests for non-standard software are forwarded to the SPI Enterprise Architecture Branch for review and approval.  Approved requests are assigned to the DISC Requirements Board (RB).
6.3. Routine pre-approved requests and routine requests approved by the Information Management Officer (IMO) are released and routed to the appropriated DISC organization services unit for review and action.  
6.4. All non-routine Requirement Identification Documents (RIDs)s are brought before the Requirements Board (RB)/Action Officer (AO) element for project fact-finding with the customer to identify project scope, resources, funding and DISANet impact and feasibility.  The RB consists of the DISC Technical Advisor and one technical representative from each DISC Branch functional area.  The role of the Technical Advisor is to serve as the Lead Technical Authority on the DISANet and provides guidance on all technical issues impacting the network.  
6.5. The RB/AO element ensures non-routine requirements for the DISANet contain all necessary supporting documentation and present it’s finding to the DISANet Configuration Control Board (DCCB) for technical review and recommendation. RB/AO will utilize existing configuration management tools to document, track and report on the status of these requirements. The role of the RB/AO element is further defined below: 

6.5.1. Responsibilities of the AO:

6.5.1.1. Coordinate large and special interest projects within the DISC via Proposed Project Submittal Request (PPS)/System Change Requests (SCR) numerical tracking method.

6.5.2. Duties:

6.5.2.1.  Coordinates with all parties involved to develop requirements and solutions.

6.5.2.2.  Manage project scope in accordance with DCCB guidance.

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

6.5.2.4.  Track requirement activity using available CM tools.

6.5.2.5.  Acquire as necessary PPS number for all requirement board recommended approved non-standard or special requirements.

6.5.2.6.  Submit all non-standard or special requirements to the Requirements Board.
6.5.2.7.  Assemble project teams and facilitate meetings as required.

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

6.5.2.9. Close the RID in DEMI and if applicable the SCR in the CM database (DEMI) when so directed by the project Team Lead.

6.6. The RB/AO, with the assistance of the Technical Advisor, will notify the customer on all non-approved projects.  
6.7. Upon RB/AO recommendation and DISC Commander approval, a proposed project submittal number is opened in the DEMI to manage the project throughout the project’s lifecycle. 
6.8. DISC Configuration Management (DISC-CM) will prepare, schedule, facilitate and document the activities of all DISC RB meetings.
7. Points of Contact:  TBD.
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