

DISANet Standard Operating Procedure for

Project Review Plan Meetings



1. Purpose:  Define the procedures for DISANet Project Reviews and the responsibility of DISANet Configuration Control Board (DCCB) members and the Configuration Management (CM) Team.
2. Scope:  This Standard Operating Procedure (SOP) applies to the DISA Information Systems Center (DISC) Project Mangers, DCCB members and the CM Office, CM Team.
3. Background:  The DCCB has traditionally been convened  bi-weekly; however, the Requirements Board has assumed this responsibility.   It was determined that DCCB members could effectively review and approve the majority of DISANet Project Review Plans electronically.  A Project Review Plan meeting will convene upon the request of a Project Manager. A request for a meeting should be submitted for discussions that cannot be resolved via e-mail or for new efforts on the network.   
4. Responsibilities:  The Project Manager will contact the CM Office, CM Team to request a Project Review Plan to be reviewed electronically or by convening a Project Review Meeting.  The CM Team will respond to the request of the Project Manager. The DCCB members will review the project plans and respond accordingly.
5. Procedures:  

a. Electronic submissions:
i. The Project Manager will 
1. E-Mail the request for the Project Plan Review to the DISC-CM mailbox.
2. The subject of the E-mail will be Project Plan Review followed by the subject.
3. Include a date by which the DCCB members must respond

4. Include the link on the DISANet Enterprise Workspace (DEW) where the documentation is stored.

ii. DISC-CM  will:

1. E-mail the Project Plan Review notification to the DCCB members.

2. The E-Mail message will include voting buttons: Yes/No
3. Responses will be documented by DISC CM and the results compile and forwarded to the Project Manager along with any comments.
iii.  DCCB Members will:
1. Review the Project Plans within the time limit specified

2. Respond via the voting buttons to DISC-CM

3. Include any comments that are applicable to the project

b. Project Plan  Meeting:
i. The Project Manager will: 

1. E-Mail the request for the Project Plan Meeting to the DISC-CM mailbox.

2. The subject of the E-mail will be Project Plan Meeting following the subject.
3. Include the link on the DEW where the documentation is stored.

ii. The CM team  will:

1. Schedule the meeting and notify the Project Manger and the DCCB members.
2. Document the meeting and publish the minutes to the DCCB members.
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