System Manager/Custodian, The individual who protects, operates, and/or main-
tains an AIS in accordance with a service agreement with the system owner, In
some instances, system management responsibilities may be shared.

b. Abbreviations

ADP Auntomated Data Processing

ATS Automated Information System

DOI Department of the Interior

MIS Management Information Systems Divisiom
OSM Office of Surface Mining

3. Policy/Procedures

a. Policy

Each OSM application ehall be assigned a system owner and system manager. In
the cagse of major information system applications {as defined by DOT), the system
owner and manager shall not be the same individual.

b. Procedures

Upon initiation of new application development or acquisition, system owners and

managers shall be appeinted and reported in accordance with policies and proce-

dures found in aection II1.D, IRM Resource Inventories, and section I1.C, IRM

Planning.

¢. Responsibilities

1} The MIS Division Chief is responsible for enguring that system owners and
managers are assigned responsibility for and are held properly accountable for
the efficiency and effectiveness of their application systems.

2) Assistant Directors are responsible for:

a) Ensuring that system oewners and managers are appointed for each applica-
tion.

b} Ensuring that system owners and managers are aware of their responsibili-
ties and are held accountable for meeting those responsibilities.

¢) Ensuring that system owners and managers are reported in accordance
with section IIL.D, IRM Resource Inventoriea,

3) The System Owner ja responsible and accountable for the products of the AIS,
The responsibilities of the System QOwmner include:
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a) Defining the system’s functional requirements.

I} Providing functional oversight,

¢) Conducting a periodic review of syatem requirements in order to determine
whether the requirements continue to exist and the system continues to

meet, in an efficient and coet-effective manner, the purposes for which it
was developed.

d) Securing required information systems support for the AIS,
e) Emnsuring that a Continuity of Operations Plan ia developed for the AIS.

f) Establishing formal, written astandards for program changes (both sched-
uled and emergency) and authorizing all scheduled program changen,

g) Ensuring that internal controls and eperating policies that address the
functionality of the AIS are implemented as required.

h) Certifying the AIB to ensure that it aatisfies ite defined functional and
gquality requirements,

4} The System Manager is responsible for:
a} Asgisting the system owner in defining system requirements.

b} Coordinating with OSM records managers regarding retention periode and
dispoaal atandards applicable to the various types of data and storage
media.

c) Ensuring that internal control revisws, as outlined in the DOI Automated
Application System Control Evaluation Guideline, are conducted as re-
quired,

d} Coordinating with the MIS Information Resources Security Administrator
to determine appropriate security requiramenta before the AIS is acquired
or developed and certifying before implementation that the AIS satisfies
applicable security regulations, policies, and standards and that its security
safepuards are adequate.

e) Providing operations and/or maintenanece support.

f) Ensuring that all program changes meet formal, written standards and
notifying the system owner when emergency program changes are made.

g} Forecasting development, implementation, and operational costa of the AIS.

IILE
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4. Reporting Requirements
Updates {0 the hardware, software, and application inventories will be provided to the

MIS Division Chief semiannually {at the end of the second and fourth gquarters} in the
electronic format specified by the MIS Divigion Chief.

8. Referencea

Department of the Interior Departmental Manual, Part 376 DM 13, ADP—Automated
Infermation Systems Management Accountability,

Deparimernt of the Interior Departmental Manual, Part 375 DM 4, IRM Strategic
Planning.

Department, of the Interior Departmental Manual, Part 375 DM 7, Economic Analysis
in Support of IRM Decision Making.

Department of the Interior Departmental Manual, Part 375 DM 19, Information
Resources Security Program,

Department of the Interior Departmental Manual, Part 376 DM 10, Life-Cycle
Management of ALS.

Department of the Interior Departmental Manual, Part 382 DM 11, Managing Records
in Electronic Form.

Department of the Interior Departmental Manual, Part 383 DM 1-12, Management
and SBafeguarding of Privacy Act Records.

Department of the Interior, Project Manager's Guide to Applications Systems Life-
Cycle Management,

Automated Application System Internal Control Guideline.

Office of Management and Budget, OMB Circular No. A-123, Internal Control
Systems.

Office of Management and Budget, OMB Circular No. A-130, Management of Federal
Information Resources.

Office of Management and Budget, OMB Circular No. A-127, Financial Management
Systems,

Federal Managers Financial Integrity Act.
Paperwork Reduction Act of 1980 (Public Law 96-511).
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Paperwork Reduction Reauthorization Act of 1988 (Public Law 99-300)
Computer Security Act of 1987 (Public Law 100-235),
Federal Information Processing Standards (FIPS).

8. EiMect on Other Documents

None

7. Effective Date

Upon issuance

8. Contact
MIS Division Chief
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TELECOMMUNICATIONS

1. Purpose
This section explaing Office of Surface Mining policies and procedures for identification
and use of {elecommunications systems.
2. Definitions
a. Terms
Telecommunications Facilities. Equipment used for telephone, telepraph, teletype,
data, facsimile, telephotograph, video, and audio transmissions, and such corcllary
items as distribution systems and communications security facilities.
Telecommunieations Service. The transmiseion, emission, or reception of gignala,
signs, writing, images, sounds, or intelligence of any nature, by wire, radio, visual,
or other electrical, electromagnetic, or acoustically coupled means,

b. Abbreviations

ADP Automated Data Processing

DOI Department of the Interior

FTS Federal Telephone System

MIS Manggement Information Systems Division
OSM Office of Burface Mining

3. Policy/Procedures
a. Policy

OSM telecommunications decisions will be made in accordance with Federal and DOT
standards and guidance.

b. Procedures

1) Acquisition of telecommunications facilities and serviees should be made in
accordance with the policies outlined in section III.A, ADP Acquisition,

2} OSM will participate in the FTS 2000 Data Communications Coordination
Council, which serves as a forum for the exchange of information on FT8 2000
matters. The counci] is involved in gemeral planning for DOTs use of FTS 2000
data services and ensuring that those services are used efficiently and cost-
effectively., The council also coordinates activities related to implementation of

IV.
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FTS 2000 data communications services and identifiezs opportunities for the
bureaus to share technical expertise, resources, and access to FTS 2000 services.

3) Telecommunications requirements should be satisfied through equipment and
aoftware that meets Federal, DI, and OSM standards.

Detailed information regarding specific telecommunicationa topics may be found in
DOI telecommunmnications handbooks (see references),

c. Responsibilities
1) The MIS Division Chief is responsible for:
a) Ensuring OSM-wide compliance with Federal, DOI, and O8M standards.

b) Providing guidance to Asgsistant Directors and other OS8M organizations
regarding telecommunications iaaues.

¢}  Appointing an OSM primary and alternate reprisentative for the FTS 2000
Data Communicaticmg Coordination Council.

2) Assistant Directors are responsible for ensuring compliance with Federal, DOI,
and OSM giandards within the assistant directorate.

3) OBM3a FTS 2000 Data Communicatione Coordination Council Representative iz
respongible for attending council meetings, presenting OSM concerns and isaues,
assisting in council analyses and evaluations, and keeping other OSM individuals
informed with regard to progress and issuea.

. Reporting Requirements

None

B. References

Department of the Interior Departmental Manual, Past 377 DM 2,
Telecommunications.

General BServices Administration, Federal Information Resources Management
Regulation,

General Services Administration, Glossary of Telecommunications Terms,
FED STD 103%7A.
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Department of the Interior Telecommunications Handbooks:
Radio Communications Handbook
Telecommunications Terminology Handbook
Telephone Syatems Handbook
Local Area Network Guide

DO Mainframe Strategy, May 1988

g, Effect on Diher Documents

None

7. Effactive Date

Upon issuance

8. Contact

MIS Division Chief
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DATA ADMINISTRATION






The Office of Surface Mining Division of Management Information Systems
will promulgate data administration policies at a later dute.
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Appendix A
OFFICE OF SURFACE MINING
ADP DOCUMENTATION CONTENT GUIDELINES

This appendix contains content guidelinea for the ADP application documentation referenced
in section II.C, Life Cycle Management of ADP Information Systems. Detailed explanatioms
of the material that each document should contain are also provided.

Figure A-1 shows all Office of Surface Mining (OSM) documentation reguirements as sat
forth in section II.C. The guidelines in this appendix arg limited to Levels 1, 2, and 3 of that
ligt, which encompass all syatem or application development projects excepd those involving
magjor, service-wide efforts. These major development projects, which fall into Level 4 of the
OSM documentation guidelines, require oversight by the 17,5, Department of Interior Office
of Information Resources Management. Accordingly, content guidance for Level 4 docomenta-
tion is found in the DOI Project Managers Guide to Application Syaterns Life Cycle
Management. Figures A-2, A-3, A4, and A-5 show the requirements for each documenta-
tion level. The following documentation iz included in this appendix:

Reference Numbher from OSM

Document Title Documentation Requirements
Feagibility Study . .......... 0 i iiiaiiiiia 125
Project Management Plan ... ... ... ... .. i 12.9
Quality Assurance Plan . ... ...... ... . ... . e, 1.2.10
Cost/Benefit Anglysis ......... 0ttt rnronrranirinnnnen. 12.11
Detailed Functional Requirementz ... .......... ... e 212
Data Requirements . ........ ... ... e 21.3
Unit Test Plan .. ... . 0t iii it iira e eeeennnn 2311
Integration Test Plan . .. ..., . .. v i it iannas 2312
Systerm Test PIAN .. .. oo vttt i e e e it e re e e e 2,313
Acceptance Test Plan . ... .. ... i it innann, 2314
System/Subsystem Specification ........... ... ... ... . . ..., 28481
Data Base Specification . ...... .. iiiiiiiiiieirarennnn. 2332
Program Specification . ... ... ... 0 i i i 2,3.34
Data D on T .o r i i et e e e 2.3.3.6
Contingeney Plan ... ...... .. vuriirirrineiroarionurnnnn 2.3.5
Conversion Plan ... ... ... . . . i i it e 243
UserTralning Plan . ..... ... .. . . i, 24.4
Program Maintenance Manual ............. .. oot 248
Users Manual .. ... .. i ittt ittt i iiaraonaan 2.4.8
Operations Manual .. ....... .. ittt iericanrnnsa 24.9
Data Base Administration Procedurezs Manual ................ 24,10

The documentation is presented in the order that it is found in the OSM documentation
requirements. Each document is paginated by iis title and reference number from the
documentation requirements izt (Figure A1) for easier reference and update. Gaps in the
number scheme are the result of Level 4 documentation, which is discussed in DOI
documentation guidance.
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Figure A~1
COMPARISON OF MINIMUM DOCUMENTATION REQUIREMENTS

!l LHe-Cycls Phase/Staga/Documant Leval 4 Level 3 Laval 2 Laval 1

1 INMMATION PHASE

1.1 Mission Analyele S1Rge

1.11 Profect Request Reagqulrad

112 Mission Analysls Mathodology Raquirad

1.1.3 Cost/Banofit Analysis Requlrad

1.1.4 Project Charter Reqqulred

1.1.5 Organizational Medal Regulred

i.1.6 Mission Processes hMods Regutred

1.1.7 Information Model Required

1.1.B Mission Need Statemant Required

1.2 Concépt Developmant Stage

1.21 Systam Objectivas Optional

1.2.2 Application System Architaciure Optlenal

1.23 Diata Architecture Optlonal

1.24 Data Gommunkcatlons Architectura Cpllenal

1.2.5 Faasbilty Study Reguired Required
1.2.6 Systam LHe-Cycla Strategy Required

1.27 Systam |Ha-Cycle Datas Raquired

1.28 Bystam Life-Cycle Resources Estimate | Regulred

1.2.9 Project Management Plan Raquirad Required
1.2.10 Cuality Assurance Plan Raquirad Required’
1.2.11 Cost'Bensfit Analysis Required Faquired Raquirad
1.2.142 Revisad Mission Need Statement Required

1.2.13 System Decislon Paper 1 _ _Flaquirad {

1Incarporated in Project Management Plan.
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Figure A-1 (Continued)
COMPARISON OF MINIMUM DOCUMENTATION REQUIREMENTS

Life-Cycle PhasaStage/Docomaent Lavel 4 Level 3 Levet 2 Levat 1
2 DEVELOPMENT PHASE
2.1 Systern Analysls Stage
2,11 Curvent System Description Cptienal Reguired® Raquirad® Optional®
212 Ciatailad Functional Requirements Optional Raquired Haqulrad Optional
213 Crata Peguirements Reguirad Requirad Raquirad Dptlons
2.2 Systam Deslgn Staga
221 Design Proposal Required
222 Datailed Cost/Bansfit Analysia Raguired
223 Revizad ! fa-Cycla Stratagy Raquired
2.24 Systam Decislen Paper 2 Raquired
2.3 Sysham Construction and Acqulalftion Stage
231 Test Plans:
2311 Lnit Test Flan Requirad
2312 Integration Tast Plan Required
2313 Systemn Test Plan Raquired Required
2314 Accaplance Test Plan Requlred
232 ADPE Specifications Optional Regulred®
233 Appiication Software Documentaticon:
2.3.3.1 System/Subaystem Specillcation Cptional Raquirad
2.3.3.2 Data Base Specification Optional Raquired Required Optional
2333 Datailed Procass Dasign Optional
2334 Program Specification Cptional Required
2335 Taeet Data Design Optional
2335 Data Dictionary Optianal Reqltired Required COptional
2.3.4 Cantrol, Backup, and Security Study Required Requlrad! Requirad* Raguirad
235 Contingancy Plan Required FHequired

Uncomparatad in Detailed Functional Requltaments.
Hncarporatad in System/Subsystam Specification.
Yncarporated in User's Manual, Opsrations Manual, and Data Basa Administration Procedures Manual.
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Figure A-1 (Continued)

COMPARISON OF MINIMUM DOCUMENTATION REQUIREMENTS

Lifs-Cycla Phase/StagaDocument Laval 4 Laval 3 Level 2 Leval 1 H
2.4 Usar Acceptanca Stege |[
241 Curren! Systam Desctiption Requirad
242 Mission Analysis Methodology Raquirad Reguired®
243 Ceost/Baneflt Analysis Optienal Required
244 Usar Training Plan Cptional Required Raqulrad
245 Post-Implemeniation Review Plan Requirad
2486 Program Maintenance Manual Requirad Hequired Requirad Optional
247 Cata Procassing Manual Optional
248 User's Manual Optional Raquirad Fesyurasd Ragquired
249 Cparations Menual Optional Required Reguired Aaquired
2.4.10 Dsta Base Adminkstration
Procaduras Manual Required Required Required
2411 Systemn Decigion Paper 3 Faquired
3 OPERATION AND MAINTENANCE PHASE
| 31 Implemantation Stage
3.1.1 Appllcation Stewardship Documant Raquired ||
3.2 Malntanance Stage
3.2 Post-Implementation Review Report Raquirad
3.22 Systemn Decision Paper 4 Haqulrad
Ynemrporated in Conversion Plan.
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Figure A-2
SUMMARY OF MINIMUM DOCUMENTATION REQUIREMENTS
AND BEFERENCE NUMBERS FOR OSM LEVEL 1

INTTIATION PHASE
Misgion Analyriz Stage None Required
Concept Development Stage None Required
DEVELOPMENT PHASE

Bystemn Anslysis Stage Clurrent Sywtern Deseription® . ... ... ... ... . .o, 211
Deatailed Functional Reguirements®™ .. ... 0o iviiiiasvnss 212
Data Bagniroments™ ... viviiiararraisarsisessnnss N

SBystem Design Stage None Bequired

Systemn Conetruction and Data Base Specification™® ... .0 isivisruriisarrantoss 2332
Date DNctonBIy™ o ov i s i irinst it astcaaransnsenn 2348
Control, Backup, and Security Plan® .. .................. 234

Usor Acceptance Stage Program Maintenance Manual® ... ... ... ... i irn.. 248
Users Manual . ........ .o iiiimimemnemnans 248
Operatlons Manual ... ... o i i i i 2458
Deta Basa Administretion Procedures Manuel .. ... 000000 24.1¢

OPERATION AND MAINTENANCE PHASE

Iwplamentation Stage None Reguired
Maintenance Stage Naone Required
*Cptional

Hneorporated in Detailed Functional Requirementa,
rcorporated in User's Manusl, Operations Manual, end Data Base Administration Procedures Manual.
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Figure A-3

SUMMARY OF MINIMUM DOCUMENTATION REQUIREMENTS

AND REFERENCE NUMEBERS FOR OSM LEVEL 2

INTTIATION PHASE

Misxion Anaelysis Stage None Raquired

Concept Development Stage Fopgibility Btady .. ...co it e i imeinrennns
Project Management Plan .....................
Quality Assurance Plan® ... ......ciiiniinnnn.
CoptPenefit Analysis ... ... cvviiiiian.

Systera Analyeis Stage Current System Deseriptlen® ... ... ... ... ...
Detafied Functional Requitementa . ... ...........
Diate Requirement®s ................ccccvinnnn

Sywtera Design Stage
Syatemn Construction

User Acoeptance Stage User Training Plazi .........ciciiniiriiernn s
Program Maintenance Manoa! .. ................
UeermManual ........ ... .. e
Operations Manual ... ... i iniieeiesan

DEVELOPMENT PHASE

Nene Required

and Date Base Bpecification ...... 0. cieveiininanens
Dote DictHOMATY .o iaivsrvsisimerarnmnnnnnssns
Contrel, Backup, and Security Plan™ .............
Contingency Plan ......... ..o innaanns,

OPERATION AND MAINTENANCE PHASE

Implementation Stage None Required

Maintenance Stage

None Required

MIncorparated in Project Menagement Plen.
Incorporated in Detsiled Functional Reguirements.
Incorporated in User's Manual, Operationa Manual, ené Data Base Administration Procedures Manual.
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Figure A4

SUMMARY OF MINIMUM DOCUMENTATION REQUIREMENTS
AND REFERENCE NUMBERS FOR OSM LEVEL 3

Mismion Analysin Stage
Coneept Development Stage

Systom Analymia Stage

System Design Btage

Systom Construction and
Apquirition Stage

Usar Acceptance Stage

INITIATION PHASE

Nonme Reguired

Feamibility Bhady . .0 cvnvvnsnraosarracrrrarerrsarsas 1.2.5
Project Management Flan ... .iviieiciisinsnnnennennnn 1.2.9
Quality Ansurance Plan .. ... ins it siaa s 1.2.20
Cogt/Honofit ARalyEia ... ... .00 vuivrrinnirnnreneennns 1.2.11

DEVELOPMENT PHASE

Current System Description’ ... .0 iviriinninnennenn. 2.1.1
Datajled Functional Requirements . ..................... 212
Dhate Requirementa .. ... ... visuissrrsirternreennnnns 213
None Required

Unit Test Plan . ... .. o i i i s e tn st anrann 23112
Integratton Test Plan ... ... .ot ity iunrearanstenann 24812
Bystem Temt Plan . ... ... it ittt tentennns 2313
Accoptance Test Plan . ..., ... .00 iiiirriinnnrnneennns 2314
ADPE 8pecifieation® . . ... .. . i 232
Systerm/MBubaystem Specification® ... ... . ... ... ... ..., 2331
Data Baze Specification ... ... .. .. it 2.3.4.2
Program Specifleation . ... .. it it 2334
Data Dictiomary . ov it ianaeaeeiaeiar e inracnennranns 2.3.3.6
Control, Backup, and Security Plan® ... ... ............. 284
LTty o - X 245
Impiementation Plant ... ..ot reiin it et e e neaea 242
Convergicn Plan .. ... ... ... . e tnnen st aranras 243
User Training Plan .. ... .ot it sttt sttt etnenns 244
Program Maintenence Menuel .. ... ..., . 0. .n.. 244
User's Manual ... ... .. i it trsanstiranaan 24.8
Operations Marual .. ..., . . it iiiieinina.. 249
Data Base Administretion Procedures Manual ............. 2.4.10

Incorporated in Detailed Functicnal Raguirements.

Mncorporated in Systemn/Subsystem Specification.
*Incorporated in User's Manuai, Operations Manual, and Data Base Administration Procedures Manual.

‘Incorporated in Conversion Plan.
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Figure A—4 (Continued)
SUMMARY OF MINIMUM DOCUMENTATION REQUIREMENTS
ANy REFERENCE NUMEERS FOR OSM LEVEL 3

OPERATION AND} MAINTENANCE PHASE

Implementation Stage None Required
Madntenance Stags MNuane Ragquired
Appendix A
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Figure A-5

SUMMARY OF MINIMUM DOCUMENTATION REQUIREMENTS
AND REFERENCE NUMEERS FOR OSM LEVEL 4

Mission Analysis Staga

Concept Development Stage

Bystem Analysis Staga

Syustern Deaign Stage

Bystam Construction and
Acquigition Btage

“Optional

Appendix A

INTTTATION PHARE
Project Request . ... ... .. it ittt iiainr e nns 1.1.1
Misgion Analysis Methodology .. ... .. . i innnnnn 11%
Cost/Beneflt Analvein . .. ... ., . i i rnnne. 113
Project Chartar ... ..., .. ittt i i it i neaeras Ll4
Organizational Model .. ... ...... 0. o, 1L.L5
Miesion Proeees Modal ... ... 0 i ie i ie i et L16
Information Model . ........ ...t i 117
Misgion Need Statement ........... . ... viienrninnnn 1.1.8
Cymtem OhjentiveBs® .. ... i it ettt 1.2.1
Application System Architecture* ....................,. 122
Data Architerture® ., ... ... 0.0 et ieia e e, 123
Date Communications Architecture® .. ... ............... 1.2.4
Bystem Life-Cyele Btrategy . ..... 00 iviniiniiainnnns 1.2.6
Bystem Life-Cyele Dabag ., ... ... .ooiootoniannannys, 1.2.7
Syotem Life-Cyele Resourcea Estimate . .................. 1.2.8
Cost/Benefit Analygis .. ... .....o0tiii it it iirine ey 1211
Revieed Misgion Need Statement .. ... ... ... . . ovsnn.. 1.2.12
System Decigion Paper I .. ... . ottt iriinninenn. 1213
DEVELOPMENT PHASE
Currant System Description® ... ...... .. . vvivrnernnn. 2.1.1
Detajled Functional Hequizrements® . .................... 212
DataRequirements ...........cooceiivinrnrsrnnnnnns 2.1.3
Deaign Proposal ... .. ...oonr i iiitrnnrirnrnrnnennes 221
Datailad Cost/Benefit ANAIYES . .........o0reunrnunenn.. 222
Revised Life-Cyele Stratagy ... ... 0ivnninninennennn. 223
System Dectsion Paper @ .. ... .0 it ernnrnrernannns 224
Bystem Teat Plan ... .. .. it e et seeas 2.3.1.8
ADPE Bpecifications* ... .. 0 iiini oo e e i, 292
Systern/Bubsystem Specification® ....... ... ... ... .. ... 2.3.5.1
Data Baee Specification™ . ... ... .. . . e 2.3.3.2
Detadled Process Degign® ... ... ... .. i iiiinin. 2333
Program Spacification® . ... ... .0 c'iurcnnarnarrareena 23354
Teat Dlata Design® . ... .00 ir i ia i e e nanraas 2385
Date Dickionary™ . ... o i i e it i iiaae i, 2325
Contral, Backup, and Secarty Plan ... ... .. ..c0v0onrvnn.. 254
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Figure A-5 (Continued)

MINIMUM DOCUMENTATION REGUIREMENTS FOR OSM LEVEL 4

User Acceptance Stage

Implementation Stage Application Stewardship Docoment ............

Maintenance Btage Foat-Implemantation Review Report ...........
System Declgion Paper 4 ... . 0 iiiviinin.

Appendix A

Documentation Content Guidelines A-12

Syatern Acceptanece Repert ... ... ... .. ...,

Implementation Plan .. ............... ... .,
Converslon Plan® ... .. ... ... i,
User Training Plan* .......c. .o eno ...
Pogt-Iraplementation Review Flen ......... .. ..
Program Maintenance Manual .. ... 0vvvu...
Data Proceesing Manusl* ... .....cccvnrinnnn.
Users Manual* ....... ... ... ... . ...
Oporations Manual® ... ...... .. . . 0uiusinns
Systemn Decieion Paper 8 . ... ... 0 iy

OPERATION AND» MAINTENANCE PHASE
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Purpoae

Content

FEASIBILITY STUDY

(1.2.5 on OSM Documentation Recquirements List)

OSM managers and the information gystems siaff use the information in the
Feagibility Study to ensure that:

A number of alternatives for developing a new gystem or an enhancement
to an existing system are considered

Requirements for the selecied alternative are clearly underatood and
thoroughly developed

Continued development of the system or enhancement is warranted and
cat be justified in terms of cost and benefits.

The Feasbility Study presents a conceptual design for a new system or an
enhancement to an existing system. The recommmended design should he the
best of a number of alternatives, each of which should be discussed in the
study. Considerations involved in making the recommendation include:

A degeription of what the propesed system or enhancement will be
required to do and how it will meet those requirements

An angalysis of the existing system or process and formulation of
alternative systems or enhancements which improve that system or
process

Quartitative and qualitative evaluation criteria that lead to selection of
the best alternative.

Figure A—6 summarizes the information required in the Feasibility Study by presenting the
document’s table of contents. Detailed explanations of the material that each section should
contain are then found in the pages that follow.

The Cost/Benefit Analysis can be included as an appendix io the Feasibility Study or
documented separately. Requirements for this document are discussed later in this appendix,
and its table of contents ig shown in Figure A-9,

January 1991
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Figure A-8
TABLE OF CONTENTS FOR FEASIBILITY STUDY
{1.2.5 on OSM Documentation Requirements List)

1. Intreduction

1.1 Background
1.2 Scope
1.3 Raferences

2, Meanapement Summary

2.1 Requirements

2.2 Obhjectives

2.3 Assumptions and Constraints
24 Methodology

2.5 Evaluation Criteria

26 Recommendation

2.7 Other Alternatives Considered

3. System Requirements and Objectives
3.1 Requirements

3.1.1 Quiput

3.1.2 Input

3.1.3 Daia Base and Files

3.1.4 Validation

3.1.6 Processing and Data Flow

3.1.6 Security

3.1.7 Information Storage and Retrieval
3.1.8 Interface

3.2 Objectives

4. Analysis of the Existing System
4.1 Processing and Data Flow
4,2 Workload

4.3 Costs
4.4 Personnel

4,5 Equipment
4.6 Limitationa
6. Proposed System

5.1 Description of Proposed System
5.2 Improvements

January 1991 1.2,5--Feazgibility Study 8



Figure A-8 {Continued)
TABLE OF CONTENTS FOR FEASIBILITY STUDY
{1.2.B on O8M Documentation Requirements Ligt)

5.3 Impacts

0.3.1 Equipment Impacts
5.3.2 Software Impacts

5.8.3 Orpganizational Impacts
5.3.4 Operational Impacts
£.3.5 Developmental Impacts
5.3.6 Bite and Facility Impacta
5.3.7 Cost Impacts

6. Alternative Systems
6.1 Alternative System 1

6.1.1 Description
68.1.2 Improvements
6.1.2 Impacts

6.1.3.1 Equipment Impacts
6.1.3.2 Software Impacts
6.1.3.3 Orpganizational Impacts
6.1.3.4 Operational Impacts
6.1.3.5 Developmental Impacts
6.1.3.8 Bite/Facility Impacta
6.1.3.7 Cost Impacts

6.n Alternative System n
7. Rationale for Recommendation

{Optional)
Appendix A-Cost/Benefit Analysis
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Feagibility Study

Section Title

Content

1 Introduction
1.1 Background
1.2 Seope

13 References
January 1991

Provide appropriste background and summary
information,

Provide a brief overview of the project and why it ia
being conducted.

Explain why the Feasibility Study is nesded, provide a
brief overview of its organization, and indicate system-
related topics that have been included in the document
or excluded from consideration,

List pertinent standards, guidance, documentation, and
any other materials used to prepare the Feasibility
Btudy. Include vendor-supplied materials; project
documentation; other in-house documentation; and
Fedsral, departmental, agency, and industry standards
and guidelines,

1.2.6—Feasibility Study 5



Feasibility Study

Section Title

Content

2 Management
Summary

2.1 Requirements

2.2 Objectives

2.3 Agsumptions and
Constraints

§ Feasibility Study—1.2.5

Summarize material presented in the study. Present
evidence that the proposed system or enhancement
meets requirements,

Summarize the requirements that the new system or
enhancement will fulfill, Possibilities include:

* New services

* Increased capacity

* Legislative/policy improvements
* Privacy and security

* Audit controls.

Show that the new system or enhancement can be
available by the estimated target/completion date.

Summarize the major performance sbhjectives for the
new syatem or enhancement. Possibilities include:

+ Reduced costs

* Increased productivity

* Increased processing speed

* Improved management services
* Tmnproved controla

¢ Compliance with reguiations,

Describe any factora that affect the conclusiona of the
study. Possibilities include:

* Operational Life of the propozed system

* Period of time allowed for comparison of
alternatives

* Interaction of the new system or enhancement
with other systems and organizations

* Input, processing, and ortput requirements

* Financial constraints

* Legislative/policy constraints

* Changing hardware, software, or operating
environment

* Availability of information and resources.

January 1991



Feasibility Study

Content

Section Title

2.4 Methodology

2.5 Evaluation Criteria

26 Recommendation

27 Other Alternatives
Considered

January 1991

Provide a detailed description of how the study was
conducted and how the current system or method, the
proposed gystem or enhancement, and the aliernativea
were evaluated and compared. Summarize the method
or sirategy used (for example, survey, weighting,
modsling, benchmarking, prototyping, or simulation),

Identify the factors that were used to arrive at the
recommendations made in the study, Poasibilities
include coat, priority, development time, and ease of
il

Present the results of the atudy. Include the
consequences of not taking action and whether delays
can be tolerated.

Describe each of the alternatives and explain why it
was not selected.

1,25 Feagibility Study 7



Feasibility Study

Section Title Content
3 System Requirements Provide a high-level description of what the new systera
and Objectives or enhancement will be reguired to do and how it will
meet those objectives. Identify the items that are
mandatory.

8.1 Requirementa Describe what the new system or enhancement will be
required to do.

311 Cutput Describe what the system will produce. Possibilifies
include reports, documents, and data. For each item,
include characteristica such as how it will be used, how
often it will be required, how it will relate to other
products, and how it will be distributed.

3.1.2 Input Describe the data that the new system or enhancement
will use to generate the output. Include the source of
the data; the type, volume, and organization of the
data; and how often the data will be submitted.

3.1.3 Data Base Describe the files that the new system or enhancement

and Files will use. Include the content of each file, its purpose,
how it will be used in the new system or enhancement,
and how offen it will need to be updated.

3.1.4 Validation Describe the criteria that will be used to validate data
in the new system or enhancement.

3.1.5 Processing and Explain how the new system or enhancement processes

Data Flow data. Provide a flow chart that shows major functions,
processes, and activities and describe each in the text.

3.16 Security Provide detailed requirements for secuzity, privacy, and

8 Feasibility Study—1.25 -

control of the new eystem or enhancement.

January 1981



Feasibility Study

Content

Section Title

3.1.7 Information Storage
and Retrieval

3.1.8 Interface

3.2 Objectives

January 1891

Explain where and how the new syastem or
gnhancement will atore data and how and for what
purposes the data will be retrieved. Describe any
additionai or special requirements for information
storage and retrieval.

Identify any other systems with which the new systam
or enhancement shares information or other data
procesaing activities. Explain how the interaction ia
accomplished and any possible effects on either system.

Explain the major performance objectivea for the new
gystem or enhancement in terms of the requirements
stated in the previous section.

1.2.5—Feagibility Study @



Feasihility Study

Section

Title

Content

4.1

42

4.3

44

4.5

4.6

Analysis of the
Existing System

Processing and

Data Flow

Workload

Costa

Personnel

Equipment

Limitations

10 Feasihility Study—1.2.5

Provide an objective description of the system that is to
be replaced or enhanced. Thig will provide a starting
puint for determining the economic and managerial
advantages of the new system or enhancement.

Explain how the existing system processes data.
Provide a flow char{ that shows major functions,
processes, and activities and describe each in the text,

Describe the volume of work handled by the existing
gystem and explain how the volume of work affects the
system’s performance.

Provide an itemized liat that shows how muech it costs
to operate the existing systam. Include manpower,
equipment, space, support services, materials, and
overhead. Detailed information ¢an be included in the
Cost/Benefit Analysis. If so0, summariza the
information here and refer the reader to the
Cost/Benefit Analysis.

Describe the akill categories and numbers of people who
operate and maintain the existing system. Include both
government and contractar employees.

Describe the equipment the existing aystem uses.
Inelude system hardware, peripheral devices, and
accessories,

Explain the existing system’s deficiencies. Possibilities
include inadequate information or lack of timely
information (as related to decision makera and others
who use the information), inefficient use of resources,
technical problems, and organmizational or policy
considerations.

January 1391



Feasibility Study

Section

Title

Content

5.1

5.2

5.3

§.3.1

5.3.2

9.3.3

Propased System

Deacripticn of the
Proposed System

Improvements

Impacts

Equipment Impacts

Software Impacts

Organizational
Impacta

January 1991

Describe how the requirements and objectives discussed
in Section 3 will be met. Limit the discusgiom to the
recommended system or enhancement only. Include
any information that will enable concerned parties to
determine how the system or enhancement will affect
other systems.

Explain the concept of the new system or enhancement
in terms of how it will meet the requirements discussed
in Section 3. Describe how the comcept was developed,
including any software engineering tools or
methodologiea that were used, also in terms of the
Tequirements.

Explain how the new system or enhancement will
improve functiong, processes, and activitiea in terms of
the cbjectives discussed in Section 3.

Explain how the new system or enhancament will affect
existicg systems and operations. Include potential
conversion problems.

Describe any new equipment or changes to existing
equipment that will be required to implement the new
system or enhancement.

Describe any additions or modifications that will be
required to adapt existing applications or support
software to the new sysiem or enhancement, If &
software conversion effort is required, the rationale for
the effort and the proposed conversion methodology
should be discussed in a separate section.

Describe any changes that will be required in the
organization, the personnel in the organization, or the
gkills of the personnel.

1.2.5—Feasibility Study 11



Feazibility Study

Section Title

Content

5.3.4 Operational Tmpacts

5.3.5 Developmental
Impacts

536 Site and Facility
Impacts

B.3.7 Cost Impacts

12 Feasibility Study—1.2.5

Describe how the new system or enhancement will
affect the operations of the organization. Possihilities
include automation of manual procedures, improved
access data, and a0 forth,

Describe how the development of the new system or
enhancement will affect the organization, Include
specific activities to be perfurmed and by whom,
resources that will be required in developmental phasea
and in testing the syetem or enhancement, and security
and privacy considerations,

Describe any modifications to existing work areas that
the new eystem or enhancement will require,

Describe cost or budpet considerations that could affect
the development, implementation, or operation of the
new system or enhancement,

January 1991



Feasibility Study

Section Title

Content

8 Alternative Systems

January 1991

Describe each of the alternative systems or
enhancements that were comsidered before selecting the
final recommendation. If no alternatives were
considered, explain why.

Include a separate subsection for each alternative, and
follow the cutline in Bection 5. For example:

6.1 Alternative System 1

6.1.1 Description
6.1.2 Improvements
6.1.3 Impacts

6.1.3.1 Equipment Impacts
6.1.3.2 Software Impacts
6.1.3.3 Organizational Impacts
6.1.3.4 Operational Impacts
6.1.3.5 Developmental Impsacts
6.1.3.6 Site/Facility Impacts
6.1.3.7 Cost Impacta

€.n Alternative S8ystem n
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Feasibility Study

Section Title

Content

i Ratiomale for
Recommendation

14 Feasihility Study—1.2.5

Provide the reaeone that support development of the
new aystem or enhgncement over the alternatives,
Exzplain the decision in terms of quantifiable and
nonquantifiable benefits, requirements and objectives,
resources reguired to develop and operate the new
system or enhancement, possible effects of delay, and
consequences of not taking action.

Guantifiable benefits ars those which ean be described
in terms of measures such as dollars, time, and speed.
Nonguantifiable benefits are those which cannot hbe
measured, such as improved service and morale,
greater efficiency, and enhanced image.

January 1951



Content

PROJECT MANAGEMENT PLAN
{1.2,9 on OSM Documentaeticn Requirements List)

The Praject Management Plan identifies what needs to be done to implement
a new system or an enhancement to an existing system, when it needs to be
done, and what it will take to doit. It identifies the approach to managing the
project, all tasks to be performed, the schedule for completing the tasks, and
the resources required to complete the tasks.

The Project Management Plan is intended fo be a dynamic document and
should evolve as the various milestones in the project’s lifs eyele are completed.
Each update should provide greater detail to the current and near-term tasks,
as well as any changes in prgject direction.

The Project Management Plan defines each task in terms of its purpose,
dependencies, activities, staff responsibilities, and anticipated results, Where
applicable, results are defined in terms of deliverable preducts with a formal
review and approval process. Resource requirements are defined in terms of
equipment and staff (both development and operations). At the project and
task level, schedules are based on manpower loading and other dependencies.
Cost estimates should be included for staff and operations throughout the life
of the proposed new systam or enhancement.

Figure A-7 summarizes the information required in the Project Management Plan hy
presenting the document’s table of contents. Detailed explanations of the material that each
gection should contain are then found in the pages that follow.

January 1591
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Figure A-7
TABLE OF CONTENTS FOR PROJECT MANAGEMENT PLAN
{1.2.9 on OSM Documentation Requirements List)

1. Introduction
1.1 Background
1.2 Scope

1.3 Assumpiions and Constraints
1.4 Summary of the Project Management Plan

14.1 Milestomes
1.5 References
2. Project Organization and Management
2.1 Organization
2.2 Reporiing Relationships
2.3 Unit/Staff Responsibilitics
3. Resources
3.1 Personnel
3.1.1 Skl Mix
3.1.2 Manpower Loading
3.1.3 In-House/Contractor Support
3.2 ADP Eguipment
3.3 Facilities
3.4 Other Resources
4. Project Execution (by Phase)
4.1 Task Descyiptions
4.2 Task Dependencies
4.3 Products To Be Delivered
5. Proect Costs (by Phase)
5.1 Equipment
52 In-House Staff

5.3 Contractor Staff
5.4 Operaticns

January 1991 1.2.9—Project Management Plan 3



Figure A-7 (Continued}
TABLE OF CONTENTS FOR PROJECT MANAGEMENT PLAN
(1.2.9 on OSM Documentation Regquirements List)

6. Project Execution Feedback
6.1 Evaluating Project Execution

6.2 Enhancement Evaluation Plan
8.3 Configuration Management Tranaition Plan

4 Prgject Management Plan—1.2.9 January 1991



Project Management Plan

Content

Section Title

1 Introduction

il Background

1.2 Secope

1.3 Agpumptions and
Conatraints

14 Summary of the
Project Management
Flan

14.1 Milestones

1.5 References

January 1991

Provide appropriate background and summary
information.

Provide a brief overview of the project and why it is
being conducted.

Explain why the Project Management Plan iz needed,
provide a brief overview of its eorganization, and
indicate system-related topics that have been included
in the document or excluded from congideration.

Deseribe any factors that may affect the project's
organization, schedule, and resource requirements as
described in the Project Management Plan,

Provide a brief summary of the most important
information in the Project Management Plan.

List the major milestones in the Project Management
Plan. Present thiz information in a Gantt chart
supplemented by text.

List pertinent standards, gnidance, documentation, and
any other materials used to prepare the Project
Management Plan. Include vendor-supplied materials;
project documentation; other in-house doacnmentation;
and Federal, deparimental, agency, and industry
standards and guidelines.

1.2.9Project Management Plan 5§



