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Project Closure Procedure
Description: 

This activity involves canceling, decommissioning, and archiving Automated Information System (AIS) software and Computer System (CS) hardware of a Standard Communication/Computer System (SCS).  If a customer requests project transition, refer to the  Program Transition, BES Supplement.
Entry Criteria: 
Complete the following before beginning this procedure:

· Project artifact files

· Life-cycle documentation 
Procedure Steps:  (The following steps are not necessarily sequential.)
1. Project Manager:  Review DoD Guidance on Program Termination Procedures.
Review the DoD Guidance on Smart Shutdown Guidebook as described in the memorandum.
2. Project Manager:  Decommission system and dispose of equipment.
Take the following actions when the organization decommissions or cancels a system or project and disposes of computer systems equipment:  
      2.1 Receive a letter from the customer requesting cancellation, retirement, or
            removal of an AIS.

2.2 Complete a Staff Summary Sheet, AF Form 1768, with the customer's letter
attached.  The Staff Summary Sheet will request deletion of the system from the AF SEAM Assessment Program List, Center for Electronic Distribution System (CEDS), if applicable, and the Remedy database.  The following organizational functions must coordinate:
· 4 Letter 
· Financial Management and Comptroller
· Product Distribution 
· Contracting - (if contracts are involved)
· Operations 
· 3 Letter (signature)
· BPD CCB
      2.3 Coordinate with the Product Distribution Function to have the requirement
            removed from the index, if the project has any computer system manuals listed in 
           AF Index 27.
      2.4 Contact the above offices, after receiving the coordination Staff Summary Sheet, 
            to ensure deletion activities occurred.
      2.5 Return all project assets (i.e., computers, printers, Government Furnished 
            Equipment (GFE) software, overhead projectors, etc.).  Ensure completion of SF 
            120 and AF Form 1261, if applicable.
      2.6 Ensure the closure, cancellation, and transfer of all budget items.

3. Project Configuration Manager:  Collect and archive system or project materials.

      3.1 Under the direction of the Project Manager, identify and collect all project-related
            materials.
      3.2 Archive all software and documentation from all system or project computer
            systems and physically mark (including electronic archive media) and store all 
            related material.  Archiving will conform to the WEB-RIMS Record Disposition 
            Schedule for Series 33-14 Communications and Information, and Series 37-18 
            Information Management.
      3.3 Destroy AIS software, documentation, and associated electronic media after a
            maximum of two years storage on-site, unless directed by the customer or 
            otherwise required by the Record Disposition Schedule.

      3.4 Remove the AIS from the Enterprise Information Technology Data Repository 
            (EITDR).
4. Project Manager:  Collect and submit Lessons Learned.

Ensure completion of the Lessons Learned Procedure.
Exit Criteria: 
The following work products are a result of completing this procedure:

· Archived artifacts
· Documented Lessons Learned

· Completed Staff Summary Sheet
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