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Turn-In and Release Guide

1.  Purpose  
This guide defines the procedures and process for turning in Information System (IS) software, documentation, source code, and data for test and fielding.

2.  RELEASE PROCEDURES  
A single point of software distribution exists to prevent loss of configuration control.  The Enterprise Software Management/Product Support Function distributes software, Commercial-Off-The-Shelf (COTS), Government-Off-The-Shelf (GOTS), and other products maintained and managed by the various program offices.  The Commander must approve any exceptions to the central release policy prior to release.
2.1 General
2.1.1 Software Release Authority
Projects will accomplish software releases IAW the BES Process Directory (BPD) procedures.  Per these procedures, the Fielding Decision Authority (FDA) is the release authority with a recommendation from the Lead Developmental Test and Evaluation Organization (LDTO) or Test Director.  This occurs upon successful completion of Developmental Test and Evaluation (DT&E) and Operational Test and Evaluation (OT&E), as applicable.

2.1.2 Software Release Agent 
The Enterprise Software Management/Product Support Function is the software release agent.  No other agency may release software without written approval from the Director or the Director’s Designated Representative.  A Release Request Letter requesting such approval must describe the proposed release approach, specifically addressing how the essential functions of the standard release process will be accommodated.

2.1.3 Release of Software for Operational Use  
Electronic distribution of software is the preferred method of distributing all software released.  Electronic distribution may consist of Tape Transport Utility (TTU) to the Defense Enterprise Computing Centers (DECC) and the Air Force Center for Electronic Distribution of Systems (AFCEDS).  This method can handle software, documentation, and supporting materials, as-required.  In those instances where electronic distribution is not practical, the Program Manager will specify the media to use for distributing the software.
2.1.4 Release of Source Code to Outside Agencies  
All personnel must exercise utmost care when proposing the release of controlled source code.  Only authorized sites with a thoroughly justified need have access to source code.  A standard Memorandum of Agreement, signed by the Program Manager and the requester, must accompany all requests for source code.  If approved, a request for a standard release must be forwarded to the Enterprise Software Management/Product Support Function.  The following documents are required:

      a. The signed Memorandum of Agreement.
      b. Copies of correspondence or documents received from the requesting agency.
      c. Contracting and legal coordination.
      d. Command section approval.
2.1.5 Request for Assignment of Air Force Software Computer Manual (AFSCM) Number
Forward all requests for the assignment of a new AFSCM number to the Enterprise Software Management/Product Support Function.  The Enterprise Software Management/Product Support Function will assign the appropriate manual number and provide it to the Program Manager IAW AF Index 27, which governs all software computer manuals.  Submit each request using the Release Request Letter and Instructions Form.  The subject in the letter should state: “Request for Assignment of Manual Number for the (System Name)”.  

2.1.6 Documentation  
Documentation being released to organizations outside the Organization will go to the Lead Developmental Test Organization (LDTO) representative at the Test Readiness Review I (TRR I).  Exceptions are certain functional user manuals that have approval to use other methods.  The LDTO processing includes editing.  New documentation normally requires approximately 60 days.  Color-code revisions or changes to online documentation so that they are distinguishable from the unchanged text.  Revised or changed documentation normally requires 30 days for changes to less than 10 percent of the document, and up to 60 days for changes to more than 10 percent of the documentation.  Program Managers must take this time into consideration when planning releases that include documentation.  To allow sufficient time for documentation, contact the LDTO before there is an established release schedule.  All new documentation packages must consist of the following: 

      a. Access to the documentation for editing.

      b. AF Form 673, Request to Issue Publication, original plus 1 copy (for tracking purposes).

2.2 Release Types

2.2.1 Baseline  
A Baseline release signifies the initial baseline for a new system (e.g. v1.0).The assigned precedence and the workload associated with testing and editorial support will typically be deemed Routine.  
2.2.2 Major
A Major release typically includes significant/high-volume code changes; high complexity code changes; significant security implications; significant technical baseline changes (e.g. Oracle 9 to Oracle 11); significant risk and/or high-level visibility; and, includes major modifications and/or new functionality significant enough to differentiate it from a Minor or Patch release.  The assigned precedence and the workload associated with testing and editorial support will determine the processing time.  Standard releases will have a precedence of Routine, Priority, Critical or Emergency, based on operational need. 
2.2.3 Minor
A Minor release typically includes low-volume code changes; low-capacity code change; low or no security implications; minor risk and no high-level visibility; and, includes maintenance for sustainment or fix and repair activities.  The assigned precedence and the workload associated with testing and editorial support will determine the processing time.  Standard releases will have a precedence of Routine, Priority, Critical or Emergency, based on operational need.
2.2.4 Patch
A Patch release typically includes no high-level visibility; and, low risk fixes and repairs.  The assigned precedence and the workload associated with testing and editorial support will determine the processing time.  Standard releases will have a precedence of Routine, Priority, Critical or Emergency, based on operational need.
2.3 Release Precedence
When assigning a release precedence, each Program Manager should take into consideration the urgency, scope, complexity, deadlines, and other parameters that may affect the actual date the release must be fielded for operational use.  Critical and emergency releases will always receive the highest priority as it relates to available resources to conduct testing.  The following paragraphs describe the precedence designations available for each release.
2.3.1 Routine
This is the normal precedence given to any release.  Any request that does not identify a precedence type will be treated as a routine.  Normally, all routine release requests are processed on a first-in, first-out basis.  Processing time may be greater than 30 days (from turn-in to release), depending on the support, duplication, and distribution time required.  A routine release requires the accomplishment of all BES Process Directory (BPD) disciplines.

2.3.2 Priority
This precedence applies to a release that does not necessarily require immediate attention but must be processed, shipped, and delivered earlier than would occur with a routine precedence.  Use of this precedence, including a required specified ship date, requires justification.  Processing time is usually 8 to 29 days (from turn-in to release), depending on the support, duplication, and distribution time required.  A priority release requires the accomplishment of all BPD disciplines.
2.3.3 Critical
This precedence applies to a release in support of a special operational need as specified by the Air Force Chief of Staff, Combatant Commander (CCDR), Air Staff component or directorate, or Defense Finance and Accounting Service (DFAS).  Critical releases require expeditious processing.  Every effort will be made to meet the release date specified in the Release Request Letter.  If required, all routine and priority processing will cease until the critical release is processed.  A request for a critical precedence must be justified and directly support a special operation as previously described.  A critical release requires the accomplishment of all BPD disciplines.
2.3.4 Emergency
This precedence applies to a release that must be processed and shipped as quickly as possible to satisfy an emergency requirement.  An emergency precedence is appropriate when a site is unable to provide critical mission support.  All functions within the Organization must work together to ensure this type requirement is satisfied immediately.  An emergency precedence request must be thoroughly justified and include the Deficiency Report (DR) number the software release is addressing.  An emergency precedence must have an existing priority 1 or priority 2 Deficiency Report (DR).  If necessary, the processing of all releases will cease until the emergency situation is resolved.  The Program Manager’s Release Turn-In Certification Form will serve to satisfy all BPD disciplines for the purpose of an emergency release.  Any life-cycle documentation changes caused by the emergency release shall be accomplished within 30 days of the emergency release.  

2.4 Re-Releases and Reships

2.4.1 Re-Release Requests
A re-release request of software occurs when a site was not in the original addressee list when the release was fielded.  This usually applies to non-electronic releases.  When this condition occurs, the Program Manager must submit a Re-Release Request Letter contained within the Release Request Letter to release the software to the site.  The Enterprise Software Management/Product Support Function will process the request and distribute the software to the user.  The Program Manager should add the site to the address list to ensure the site continues to receive any additional or future software releases.

2.4.2 Reship Requests
A reship occurs when the user needs the software re-sent to them for any number of reasons (e.g., media damaged during shipment, unable to download from AFCEDS, etc.).  When this condition occurs, the user must notify the Field Assistance Service (FAS).  The releasing organization will process the request and distribute the software to the user.

3.  Release Requests

3.1 Initial Release Request
All software that the Organization maintains or manages, that is being fielded for operational use, requires a release request.  Submit release requests to the Enterprise Software Management/Product Support Function for processing and the assignment of a release number.  Use the Release Request Letter and Instructions Form.  Approval of the release request must precede turn-in of the release package for DT&E.  Submit the Release Request Letter early in the project’s life cycle as outlined in the approved BPD Tailoring Worksheet: 

      a. Routine Precedence Release Requests - turn in NLT 30 days prior to the projected turn-in date.

      b. Priority Precedence Release Requests - turn in NLT 7 days prior to the projected turn-in date.
      c. Critical Precedence Release Requests - submitted as soon as possible after the requirements are determined.  The more time available for planning and preparation will result in faster, more effective handling through the testing or release process.  Provide verbal notification of the forthcoming need, followed by the written request.  The processing of a release with a critical precedence will not be delayed due to the lack of a written request.  All other release processing requirements apply.
      d. Emergency Precedence Release Requests - must be in writing when time permits.  Use verbal requests when time constraints apply.  Submit a written request as soon as possible, but not later than 2 duty days, after the verbal request.  The processing of an emergency release will not be delayed due to the lack of a written request.  All other release processing requirements apply.  

NOTE:  Submit the Release Request Letter for Operational Test and Evaluation (OT&E) or a Testload at least 90 days prior to the expected start date.  The Program Manager should coordinate before this date with the MAJCOM functional area counterparts.

3.2 Cancellation of a Release Request
If a scheduled release is no longer required and a release number has been assigned, send a cancellation letter (see last page of Release Letter & Instructions Form) to the Enterprise Software Management/Product Support Function for processing and cancellation.  

4.  SOFTWARE TURN-IN
The release artifacts required in support of DT&E/OT&E testing will be turned in to Enterprise Software Management/Product Support unless the Program Director has approved any exceptions to the central release policy prior to the release. Include the source code with all software turned in to the Enterprise Software Management/Product Support Function.  This is necessary to reconstitute software programs in the event of catastrophic loss due to natural disasters, acts of war, sabotage, etc.  Submit the source code on the media which would afford the easiest reconstitution.  The Enterprise Software Management/Product Support Function will store the code offsite in a secured waterproof or fireproof storage device.  Programs that reside on mainframe computers are not required to submit source code due to SAVEOFFs run by DISA-Montgomery.  In these cases, the “Comments” block of the “Release Turn-In Certification Letter” will identify the program as a mainframe system with source code safeguarded offsite in accordance with Save and Offsite Storage Procedures for Computer Mainframe Systems Guide.
4.1 Software Turn-In for Qualification Test and Evaluation (QT&E)
The release artifacts to be turned in for QT&E testing can be provided on any approved media (Tape, CDs, DVD, Electronic Transfer, etc.). The preferred method is for the Program Management Office (PMO) to electronically upload the release artifacts to be placed on the programs Air Force Center for Electronic Distribution of Systems (AFCEDS). The Test View page will be used for release test management and for final distribution of the release artifacts. For production use, the artifacts will be moved to the AFCEDS Live View page.

Any software and other release artifacts being fielded for operational use must be turned in to the LDTO at the TRR-I.  Release artifacts will be turned in using the AFCEDS electronic process or using other media (Tapes, CDs, DVDs, etc.) detailed in the following paragraphs.  All Program Managers must prepare a Version Description Document Form or a release document IAW AFM 171-530, volumes I and II, Base Level Integrated Support System (BLISS).  Provide the following to the LDTO:
For Release artifact turn in at TRR I using Tapes, CD, or DVDs media:

a. Engineering Go/No-Go Design Memorandum, or Identity and Access Management (I&AM) Letter.
b. Signed and dated Version Description Document (VDD) Form. 
c. Component Validation and Integration (CV&I) portion of the Integrated Test Report (ITR). 
d. Test Scripts for QT&E. 

e. Software to be released. 
f. Any other attachments noted on the VDD (i.e., release documentation, test database, etc.).
g. A separate soft copy of the user documentation for editorial review, if not previously submitted.

For Release artifact turn in at TRR I using AFCEDS electronic upload:

a. Engineering Go/No-Go Design Memorandum, or Identity and Access Management (I&AM) Letter.
b. Signed and dated Version Description Document (VDD) Form. 
c. Component Validation and Integration (CV&I) portion of the Integrated Test Report (ITR). 
d. Test Scripts for QT&E. 

e. Complete list of files the PMO uploaded to the AFCEDS for the release with the filenames, date/timestamps. List will include any other files noted on the VDD (i.e., release documentation, test database, etc.).

f. A separate soft copy of the user documentation for editorial review, if not previously submitted.

g. TRR I Checklist to be signed by the PM and LDTO.
4.1.1 Release Turn-in Process for QT&E using Other Media
There are limitations on the electronic upload capability and some release artifacts will be too large to be accomplished using the AFCEDS upload capability. Therefore, for those programs with files too large or the PEO/Director has approved an exception to the central release policy (AFCEDS electronic upload capability), the release artifacts are required to be turned in to the LDTO at the TRR I as noted above. The PMO will be required to provide the release media to the LDTO Test Manager who will process the release through the Enterprise Software Management/Product Support office and provide the release to the appropriate Configuration Manager (CM) to be used for installation in the test environment. See Appendix A “File Naming Convention for AFCEDS” for media setup suggestions to organize the release artifacts on the media selected.
4.1.2 Release Turn-in Process for QT&E using AFCEDS Electronic Upload
Using the electronic upload capability within AFCEDS is the preferred method of delivering the release artifacts. The Program Management Office (PMO) representative will be required to upload the release artifacts using the Upload Product process from their programs AFCEDS page (https://ceds.gunter.af.mil/ ).  When the upload is completed, the PMO will provide the list of the file names and date timestamps at the TRR I review.  The LDTO Test Manager will use the list to verify that the required files have been uploaded and placed on the AFCEDS Test View page and are ready to be downloaded by the appropriate Configuration Manager (CM) to be used for installation in the test environment for QT&E testing.  See Appendix A “File Naming Convention for AFCEDS” for file setup suggestions for using the Compressed (zipped) folder capability to retain the date timestamp information for the files uploaded. Appendix B “Electronic Upload Instructions” provides the step by step instructions for using the upload files capability within AFCEDS.

4.1.3 Release Turn-In Package
The release package is to be turned in at the TRR I review meeting. The TRR I Checklist provides the detailed list of the required artifacts needed at TRR I. When using the AFCEDS electronic upload process the LDTO requires that a complete list of all the filenames (application files, Database Files, documentation files, etc.) and their date timestamp information be turned in at TRR I. If other media is being used for the release, the LDTO will also require that media containing the release artifacts be provided at TRR I.

Release Package Contents:

a. Information System Security Manager (ISSM) No Impact Security Memorandum or Interim Authority To Test (IATT)

b. Version Description Document (VDD) Form

c. AF Form 673 (Documentation) if editorial support needed

d. System Media (Tapes, CDs, DVDs); Installation Instructions

e. File List (uploaded files to AFCEDS) or VDD document for GCSS-AF

f. Component Validation and Integration (CV&I) Test Scripts

g. CV&I Test Report

h. CV&I Problem Report (PR) Disposition Status

i. Qualification Test & Evaluation (QT&E) Test Scripts

j. Pre-Production Integration/Regression Test Scripts (if applicable)

k. Test Data for Scripts (if applicable)

l. Updated System Documentation (OM, UM, RTM, etc.)

4.2 Software Turn-In for Full Deployment Decision (FDD)

The Fielding Decision Authority, with concurrence from the LDTO, must approve all systems prior to operational fielding.  The Enterprise Software Management/Product Support Function requires the following items from the LDTO prior to the release of the software:

a. Signed and dated VDD Form.

      b. Release Turn-In Certification Form.

      c. Software to be released.

      d. Documentation along with AF Form 673 (if applicable).

      e. Source code provided on separate media for offsite storage.

      f. List of addresses for release (when available).  For electronic distribution include, e-mail addresses.
      g. CV&I and QT&E portions of the ITR, the final report is due 10 working days following FDD.
4.3 System Release Processing Time Requirements
Submit release packages to the Enterprise Software Management/Product Support Function prior to the ship date in the Release Request Letter.  Lead time varies based upon the release precedence.  Use the following turn-in timeframes as a rule-of-thumb for processing each release request:

      a.  Routine:  5 days prior to the ship date.

      b.  Priority:  3 days prior to the ship date.

      c.  Critical:  As soon as possible.

      d.  Emergency:  As soon as possible.

5.  SOFTWARE AND Documentation recycles
A recycle is the identification and written notification to the Project Manager that errors have been found after the original turn-in, either by the LDTO or the developer.  The following procedures must be followed for all recycled software or documentation.  
5.1 Qualification Test and Evaluation (QT&E)
The Test Manager will notify the Project Manager that errors have been found and the package needs to be recycled.  If possible, only those faulty portions will be returned, otherwise the entire package will be recycled.  Once all errors are corrected, the package or portions must be returned by the Project Manager to the LDTO.

5.2 Office of Primary Responsibility (OPR) Requested
If the Project Development Team (PDT) discovers errors after a package is turned in, the assigned Test Manager should be notified immediately.   The evaluation may then be delayed or suspended, thereby not wasting time testing faulty software.  A Recycle Request Letter signed by the Project Manager must be submitted to the LDTO explaining the problem and what must be done to correct it.

5.3 Documentation (Editorial)

The Editor will notify the Project Manager and schedule a meeting.  The Project Manager must correct the errors and then return the documentation to the Editor.  The Enterprise Software Management/Product Support Function will ensure proper distribution of the updated documentation.

6.  DOCUMENTATION REQUIREMENTS FOR USER EVALUATION TEST (UET) AND TESTLOAD
Documentation released to test sites will be in draft form.  Exceptions are certain user manuals that have approval to use other methods.  The OPR will provide electronic copies for each test site IAW Enterprise Software Management/Product Support approved methods.  Documentation for UET should be reviewed as any other documentation.  Once documentation is distributed to UET sites, the only changes submitted should be as a result of UET findings.
APPENDIX A

File Naming Conventions for AFCEDS

AFCEDS Test View Products, Releases and Files Naming:

For the Products Header on AFCEDS:  The AFCEDS page has three headers that identify the release artifacts. There is a “Products” header, a “Releases” header, and a “Files” header. Information provided on the programs Upload files page is used to capture the information for these headers.

If needed for programs that have a NIPRNet and/or SIPRNet and/or Training packages to be placed on AFCEDS for release, make multiple entries for each of the release packages under separate Products headers (e.g., S150701 – IRSS v7.8.1.0 NIPRNet, S150702 – IRSS v7.8.1.0 SIPRNet, and/or S150703 – IRSS v7.8.1.0 Training etc.).

Product Naming:  Should contain the Release Number – (SIPR, NIPR or Training if needed) - Program Acronym Release Version (e.g., S150701 – NIPR - IRSS v7.8.1.0).  Each Product Named will have multiple release package files identified. Ensure that all files required for the release package are uploaded to AFCEDS for testing. Release files will reflect the names used in the Program Management Office (PMO) Configuration Manager system.

Recycle File Naming:  When and if a file(s) need to be recycled for the release in testing, the file may be the same name as the one being replaced on AFCEDS. To assist in tracking recycles throughout the release testing identify the recycle with a number in the comments section of the file upload page (e.g., for the comments entry Filename – recycle 1)

Appendix B

AFCEDS Electronic Upload Instructions for Release Artifact Files

This attachment provides step by step instructions to electronically place release artifact files on to the AFCEDS Upload server. The Enterprise Software Management/Product Support office AFCEDS team will then use the instructions provided to place the uploaded files on the AFCEDS Test View page for QT&E testing. The LDTO Test Manager will verify that all files identified by the Program Management Office (PMO) at the TRR I have been placed on the AFCEDS Test View and are ready for download.

PMO Point of Contact (POC): The POC in the PMO will be able to upload files and view releases in Test mode for their respective AIS after registering with AFCEDS and being assigned the Upload role.  
1.  Access the AFCEDS page (https://ceds.gunter.af.mil/ ). 
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2.  Upload files to the Upload server for the AFCEDS team to process by hovering over the “Products” button and choosing your respective AIS from the AIS List.   
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3.  Click on the “Upload File” button located on the left navigation block to display the Upload Form screen.  Note: The “Upload File” button is available on either the Viewing Live Data Screen or the Viewing Test Data screen.
Note: The release artifact files being uploaded using this process are not loaded directly to the Viewing Test Data AFCEDS page. The files are uploaded to the AFCEDS Upload Server and are placed on the Viewing Test Data AFCEDS page by the Enterprise Software Management/Product Support technician using the instruction provided on the Upload screen.
4.  Fill in the information to complete the Upload form as shown below.  The * indicates the fields are required.

a. Please enter the “Title” of the release, “Release Number” or Non-Applicable, and “Version #” or Non-Applicable in the appropriate boxes on the form.  Also, the Recycle # which must be correctly identified and checked for file replacements may be placed in the “Version #” box when applicable.  The AFCEDS team will need to place the “Recycle#” in the name of the file that is being replaced for version control of the file.

b. Release date – enter the projected release date of the release.

c. Posting Instructions – must include any special instructions to follow for placing the release on AFCEDS. You may place the recycle # in this block also for inclusion on the title. 

d. Put a check mark in the check box and select the number of files to upload (up to 5). 
e. Click the “Upload files” button to enter the file name for each file to be uploaded. This process will have to be repeated when more than 5 files need to be uploaded as many times as necessary for groups of five files. Important: The information entered on the posting instructions screen will have to be repeated to have all the files grouped together on the AFCEDS page.



A new window will open after a few seconds to select the files to be uploaded.  
5. Click on the “Add Files” button, browse to the file location and select the file(s) to begin uploading the file(s).  

Note: To try and standardize the file naming convention necessary to portray the details needed by the CM personnel who download the release files, please reference attachment 1 of this document for suggested file naming conventions for files being placed on the Test AFCEDS page.
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Once files have completely uploaded, the dialog box percentage will change to completed and the below dialog box will appear stating that the file has been successfully uploaded.
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6.  Click on OK to close the dialog box.
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