WIN-202 Continuous Improvement


Log of Yellow Post-it Notes and Accompanying Steps:
Develop Request Lists

· Requests are documented

· List to LMIS

· Identify the specific changes being requested by customer

Status Reporting

· Bi-weekly update meetings.

· Weekly status report (written)

· Report out to customer during process

· Bi-weekly meetings of OIP & LMIS to track progress

· Review progress being made on requested change

· Progress on development is reported on bi-weekly basis

LMI Interprets Change

· System specifications are delivered from Chris to OIP (Steve, Jeff, Jo Ann, & Art) and LMIS (Penny & Mike)

· Request is read, viewed, reviewed by ? someone

· Project manager oks order/request

· LMIS reviews specifications (Chris)

· Change interpreted by Chris

OIP Interprets Change

· OIP reviews specifications (Steve, Jo Ann, Jeff)
LMI Clarifies Specs with Requester

· Collect additional information on change requested

· Request is clarified with sender

· Ask for customer expectations

· Clarify, define specific change:  Agree on Specification

· Request is defined on work order

· Clarification between LMIS & BLS

· Define basis for request and validate

· Request is verified with sender

· LMIS sender contacts external requester for clarification

Priorities Set

· Project supervisor oks change requested
· Priority set for changes (LMIS)
· Project manager adds request to ? project (customer Fed/State) time line and work order

Define Scope of Work

· Work order is forwarded to ? project manager

· Deliver request to those making the change

· Final Specs to OIP

· Identify parts of product affected.  Identify rules, constraints, permissions

· Group discussion of changes in a meeting, consensus, attempted on programming approach

· Identify what has to change in process to accomplish change
· Project manager request clarified from LMIS sender

· Define exact change to be made

· Final specs for requests to LMIS

· Discussion between LMIS and OIP

LMI Clarify Specifications with OIP

· Project manager reviews request with ? project supervisor

· Change request/solution presented to OIP

· OIP clarifies request – questions to Chris

· Project manager clarifies order with internal (LMIS) sender ( if ok go to next step else needs to be clarified

· LMIS sender clarifies to project manager satisfaction
· Change reviewed by development team

· LMIS sender classification to project manager

· LMIS drives to North Park or OIP drives to 19 Union Street for a meeting on Specs

· Requirements are distributed when available

Preliminary Time Estimates

· Development team breaks down tasks into process steps for implementation

· Set time frame for completion

· Project timeline by OIP

· Time estimates are developed

OIP Technical Discussion/Task Assignments

· OIP reviews request/solution

· Final work assignments for development are made

· Preliminary work assignments are made

· Work statement, deliverable and assignments

· Tasks assigned to individual team members

· A technical implementation strategy proposal is developed

OIP Task List

· Determine if requested change will work (is it reasonable)

· Estimate tasks, people involved, schedule, feasibility

Implementation Decision

· Consensus not reached.  LMI manager & OIP manager approached for resolution

· OIP discusses solution with LMIS

· Priorities are determined and reviewed by the customers – LMI

· The technical implementation plan is reviewed with WIN 202 leadership

· Consensus reached

Assignment Redefinition

· Changes
· Modules affected
· Time

· LMI clarification time

· Format – detailed specification sheet

System Changes Made

· Develop draft version

· Programming

· Develop design of product changes

· After agreement on solution is reached, OIP implements change

· Made the changes identified

OIP Test/Fix/Re-Test
· Test changes, fine-tune

· OIP tests changes

· Changes completed by OIP

User Testing

· Task (change) completed and tested for usability/accuracy

· Changes sent to user test group

· TEST
· Products are delivered to testing teams on a UNIT Basis

· LMIS testing (beta version) of final product and test

Reconciliation

· User testers sign off on changes

· Completed change reviewed by all team members

· Revisions made if necessary

· Redefine and complete expectations

· Testing teams accept or reject on Unit Basis

· Rejected deliverables are corrected and returned for testing

· Changes refined and retested

· Debug

· Test ( ok (  done ( release

· Test ( not ok ( back to OIP ( change

· Review changes with customer

Prepare Release (no post-its)
Product Delivery

· Changes released to states

· Release to customers

· Product delivered to customer

· Report out to customer w/product

· Provide requested change to customer with documentation and training

· Deliver

· Implement

· Provide delivered changes

· When all testing is complete and accepted, CD is developed and distributed

Customer Review and Feedback

· Customer (  works ( ok or  Not Work ( redo

· Collect feedback from customer

· States report problems

Outside of Project Scope

· System changes are discussed at BLS Washington

· Policy decision made at BLS Washington

· Approval of requests by BLS

· User group meeting requests

· Determine if all customers are interested in having change made

· System changes are discussed sometimes between BLS (Linda) and WIN 202 (Chris) and Dave (Expo)

· Source – BLS National office/Dept of Labor

· System specifications are delivered from Linda (BLS) to Chris (Win-202)

· Developers meeting requests

· Request comes in via telephone, fax, email letter/memo ?

· System specifications are written at BLS Washington
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