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	  Thru:
	Program Management Assistant Deputy CIO

Software Engineering Assistant Deputy CIO

Software Development Assistant Deputy CIO


1. There are times when it will be necessary to release software (patch or package) to the field with known anomalies. The Development Team (which includes the Product Support Team Release Coordinator) will assess the impact, criticality, and time to repair each anomaly and weigh these against the risk of delaying the release of the software. If the Development Team determines that it is more beneficial to release the software with known anomalies rather than to hold the software release until the anomalies are resolved, concurrence must be obtained.

2. For the purpose of this process, “known anomalies” are defined as new anomalies that are introduced through the development of the package/patch. Known anomalies do not include those that were known to exist previous to the development and release of the package/patch. 
3. The Development Manager should receive a National Release of Software with Reservations form from the Product Support Team Release Coordinator outlining the concerns and recommendations of releasing software with known anomalies.
4. Documentation of known anomalies will be provided to the field by fully documenting the outstanding anomalies, justification for release with anomalies, risks/impacts, and workarounds (alternative methods to do the job) in the patch description and/or release notes when approved. 
In addition to the information in the patch description, the new known anomalies will be logged in Remedy. 
The Development Manager or designee must request concurrence to release the software with known anomalies from the following (or designees) and final approval from the Program Management Assistant Deputy CIO, or designee. Concurrence and final approval should be obtained via conference calls or email and documented.
· Program Executive Office Director

· Program Portfolio Management Office Director

· Software Development Service Section Chief

· Software Development Service Division Director

· Product Support Team Release Coordinator
· Project’s Quality Assurance (QA) Manager

· Product Business Owner(s) via appropriate business line
· Program Management Assistant Deputy CIO, final approval

NOTE: The product business owners must include, at minimum, the appropriate headquarters functional oversight office(s); all test sites, and all associated workgroups or boards, and other appropriate business owners.

5. Appendix B must be completed and will include the following. Instructions are provided in Appendix A.

· Patch/project name

· Development Team point of contact information

· Description of waiver request

· List of outstanding anomalies

· Justification for release with anomalies

· Plan for addressing known anomalies, and 

· Product Business Owner endorsement

· All concurrences

6.
Prior to the software release, the Development Manager or designee will send the completed form in Appendix B (containing internal product business owner(s) concurrence/non-concurrence and the Development Manager’s, the Product Support Team Release Coordinator for the project, the project’s Quality Assurance (QA) Manager’s signatures (e-mail and e-signatures are acceptable) via Outlook to the Program Management Assistant Deputy CIO for final approval.  This message serves as a heads up to those listed below that a Request to Release Software with Known Anomalies process for a particular project has been initiated.  

Concurrences may be obtained via e-mail or scanned signatures. If e-mail concurrences are obtained, you must place the name and date on the signature line and file the email message with the project artifact.

The heads up message will be sent to the following:

· Program Management Assistant Deputy CIO

· Program Executive Office Director

· Program Portfolio Management Office Director

· Software Development Service Section Chief

· Software Development Service Division Director

· Product Support Team Release Coordinator

· Project’s Quality Assurance (QA) Manager

· Product Business Owner(s) via appropriate business line

•
Patient Safety Officer 
· Test sites’ medical center director (For Information Only)

7. 
The Development Manager or designee will take an active role in seeking concurrences, tracking to ensure that all necessary concurrences are received, and that the completed forms, along with email and/or e-signatures, have been filed with project artifacts.  See Appendix A for further instructions.

Request for Concurrence to Release Software with Known Anomalies

Prior to the software release, the Development Manager or designee will send the completed form (containing internal product business owner(s) concurrence/non-concurrence and the Development Manager’s, the Product Support Team Release Coordinator for the project, the project’s QA Manager’s signatures (e-mail and e-signatures are acceptable) via Outlook.  This message serves as a heads up to those listed below that a Request to Release Software with Known Anomalies process for particular software (patch or project) has been initiated.  The heads up will be sent to the following:
· Program Management Assistant Deputy CIO

· Program Executive Office Director

· Program Portfolio Management Office Director

· Software Development Service Section Chief

· Software Development Service Division Director

· Product Support Team Release Coordinator

· Project’s Quality Assurance (QA) Manager

· Product Business Owner(s) via appropriate business line

•
Patient Safety Officer 

· Test sites’ medical center director (For Information Only)

Definitions

	Anomaly
	(1) A deviation from expectations, norms, and rules.

(2) A deviation found during a Formal Review that was not addressed prior to release.

 (3)    An item that is inaccurate, missing, or contradictory

	Defect
	(1) A deviation found after release

(2) A deviation found in the field, usually recorded in Remedy.


The terminology has been changed in this memo from defect to anomaly to more accurately reflect what is required to be reported.  For example, the software release (patch or project) might include a ReadMe file or similar documentation to inform sites that there are known issues.  These types of issues must be reported along with true coding or functionality issues.  

Signature Approval Process Flow

Concurrences may be obtained via email or scanned signatures. If email concurrences are obtained you must place the name and date on the signature line and file the email message with the project artifact. (e.g., /es/ Jon Doe 12-03-2006). The Assistant Deputy Chief Information Officer (CIO) Program Management is the final approval signature.

	Step #
	Step
	Concurrence(s) Received
	Non-Concurrence(s) Received
	Tracking

	1. 
	The Development Manager or designee must complete the form in Appendix B. The form must contain concurrence(s) by the names indicated
 
	Proceed to step 2.
	Stop, release cannot go forward. 

The team must either fix the anomalies or the Development Manager must negotiate with those whom have not concurred to see if concurrence can be obtained.

If concurrence has been obtained, proceed to step 2.
	Maintain record of the outcome (concurrence(s)/non-concurrences)) to be filed with other project artifacts.

	2.

	Send the completed form to recipients listed in item #6 of the memo. In the body of message request that the product business owner (at the headquarters functional oversight office(s)) provide concurrence/non-concurrence.  Inform the remainder of recipients that this is a heads up that this project is initiating the process to Release Software with Known Anomalies. 
	Proceed to step 3.
	Stop, release cannot go forward. 

The team must either fix the anomalies or the Development Manager must negotiate with those whom have not concurred to see if concurrence can be obtained.

If concurrence has been obtained, proceed to step 3.
	Maintain record of the outcome concurrence(s) to be filed with other project artifacts.

	3.

	Continue with this process until all concurrences have been received and final approval granted.
	Repeat step 3 with the next role on the list until the list is exhausted.  Then go to step 4.
	Stop, release cannot go forward. 

The team must either fix the anomalies or the Development Manager must negotiate with the party or parities who did not concur to see if concurrence can be obtained.

If concurrence has been obtained, repeat step 3 with the next role on the list until the list is exhausted.  When all concurrences are received and list is exhausted go to step 4.
	Maintain record of the outcome concurrence(s) to be filed with other project artifacts.

	4.

	Validate that all necessary concurrences and final approval has been received.
	Send a copy of the completed form to the Product Support Release Coordinator in preparation to release the project.
	N/A
	File the completed form and all concurrence email messages with other project artifacts.


NOTE:  Remove the introductory paragraph and instructions prior to forwarding the request for concurrence.

Instructions

	1.  Patch/Project Name
	Identify the Patch/Project by name and/or number.

	2.  Project Team Point of Contact Information
	Provide the POC’s name, phone number, and e-mail address.

	3.  Description of Waiver Request
	Provide a description of what is being requested.  Describe the software functionality being provided and the remaining problems.  Provide details of the events that occurred to require the release of the software with known anomalies.

	4. List of Outstanding 

Anomalies
	List the documented remaining anomalies that will not be resolved in the patch or package.  Include the Remedy and if applicable, IBM-Rational ClearQuest®, number and description, risks/impacts, known workarounds (alternative methods to do the job), and any comments in the space provided.

NOTE: This information can be documented in this table or generated from IBM-Rational ClearQuest®.

	5.  Justification for Release with Anomalies
	Describe the benefits of releasing the software with known anomalies.  Describe the impact, criticality, and time required to repair the remaining anomalies.

	6.  Plan for Addressing Known Anomalies
	Describe the plans for resolving the remaining anomalies.  Include a follow-up plan for the problem reporting system entries.

	7.  Product Business Owner Endorsement
	List the product business owners, their dates of concurrence, and any pertinent comments.  Concurrence should be obtained via conference calls or email from the test sites, workgroups and/or boards, and other product business owners.

Individual Product Business Owner concurrences should be documented in meeting minutes or other documentation.  This documentation should be filed with project artifacts. Replace the blue, italicized text with the product business owner specifics.

The concurrence/non-concurrence signature block for the Product Business Owner must be at the Headquarters Functional Oversight Office level.

	8.  Concurrences
	Obtain concurrence/non-concurrence from the listed approving officials.  Replace the blue, italicized text with the name and title of the approving official. 

Concurrences may be obtained via email or scanned signatures. If email concurrences are obtained you must place the name and date on the signature line and file the email message with the project artifact. (e.g., /es/ Jon  Doe 12-03-2006)

The Assistant Deputy Chief Information Officer (CIO) Program Management is the final approval received.




Request for Concurrence to Release Software with Known Anomalies

1. Patch/Project Name: 

2. Project Team Point of Contact Information:
3. Description of Waiver Request:
4. List of Outstanding Anomalies: (if you have this in ClearQuest you may copy and paste a snapshot from there)

4.1. Problem Reporting System Number:

4.1.1. Problem Reporting System Description:

4.1.2. Risk/Impact:

4.1.3. Workaround:

4.1.4. Comments:

4.2. Problem Reporting System Number:

4.2.1. Problem Reporting System Description:

4.2.2. Risk/Impact:

4.2.3. Workaround

4.2.4. Comments:

5. Justification for Release with Anomalies:

6. Plan for Addressing Known Anomalies:

7. Product Business Owner Endorsement:  The following <product> business owners have endorsed the release of <patch/project> with documented known anomalies. Concurrence should be obtained via conference calls or email from the following. 

Product Business Owner

Date and Comments

<Test Sites>
___________________

<Workgroups and/or boards>
___________________

<Other Product Business Owners>
___________________

8. 
Concurrences:

· Concur 
                                           Concur
___________________________
____________________________

<Name>
<Name>

Development Manager                                 Product Business Owner
· Concur
Concur


 


___________________________

____________________________

<Name>

<Name>

· Product Support Team 


Program Executive Office 
Release Coordinator



Director

· Concur
Concur
___________________________
____________________________

Jeanie Scott
<Name>
Patient Safety Officer
Program Portfolio Management Office 

Director
· Concur
Concur


 


_____________________________
_____________________________


Software Development Service
Software Development Service 

Section Chief
Division Director
· Approved

 


______________________________


TBD

Product Development 

Program Management Assistant Deputy CIO
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