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Standardize and Manage AFLCMC Processes
1.0 Description.  
1.1 First, this standard process provides the methodology and template, Attachment 4, to define and document all AFLCMC processes. The process is performed by process owners and process teams when new processes are identified or established processes require changes. It requires personnel to fully define and document all processes using the following elements: name, owner, description, purpose, entry/exit criteria, inputs, outputs, process activity and workflows (visual representation), measurement, roles, responsibilities, tools, training, definitions, assumptions, and governing policy and guidance. These elements make up the title page and paragraphs of this process standard. 
1.2 Second, this process includes the activities to manage, coordinate, review, approve, publish and maintain standard processes and process guides in the AFLCMC Process Directory (APD). The APD is a collection of standard processes and process guides. Standard processes are approved by the Standards & Process (S&P) Board and their use is mandatory. Process guides are approved by process owners (normally functional directors) and, while not mandatory, should be used to ensure greater standardization across the Center. Both standard processes and process guides shall be defined and documented using this standard methodology and template. 
1.3 Third, this process outlines the use of the AFLCMC Process Maturity Model (PMM), Attachment 2, which is a description of five levels of process maturity. The levels are (1) Ad Hoc, (2) Standardized/Repeatable, (3) Quantitatively Managed, (4) Innovating, and (5) Optimized/Optimizing.  The five levels apply to individual processes and to AFLCMC’s overall process maturity.  Process owners will make a self-assessment of their process maturity with respect to the various levels described, then provide a brief rationale to the S&P Board to validate the selected process maturity level. A template, Attachment 3, is provided to provide the rationale. The S&P Board will assess and report the overall AFLCMC process maturity level.
1.4 (added)  Fourth, this process includes the activities to manage, coordinate, review, approve, publish and maintain standard processes and process guides in the BES Process Directory (BPD). The BPD is a collection of standard processes and process guides. Standard processes are approved by the Process Integration Board (PIB) and their use is mandatory.  Additional BPD artifacts, such as forms, templates, etc. are included on the BPD as optional but while not mandatory, should be used to ensure greater standardization across the BES PEO.  Both standard processes and process guides shall be defined and documented using this standard methodology and template.
2.0 Purpose. 
2.1 The purpose of standardizing a process is to support consistent and efficient execution of work.  Each standard process is designed to be a reference for personnel to follow to complete work and deliver a result of value to a customer. Additionally, the documented standard processes provide the baseline for collecting performance measurements, learning and continuously improving.  
2.2 Support strategic planning (mission, vision, and objectives).
2.2.1 Air Force Materiel Command (AFMC) Priority 2, Standardize and continually improve processes…achieve art of possible.
2.2.2 AFLCMC Objective 4, Standardize and continuously improve Center processes.
3.0 Potential Entry/Exit Criteria and Inputs/Outputs.
3.1 Entry Criteria. 
3.1.1 A new or undocumented process is identified.
3.1.2 Process change is required due to process improvement or new or revised policy.
3.1.3 Feedback on a process is submitted to AFLCMC/XPT via the APD or other means.
3.1.4 (added)  Feedback on a BES process or BPD artifact is submitted to AFLCMC/HIQI via the BPD or other means (i.e, PIB mailbox:  pib@gunter.af.mil).
3.2 Exit Criteria.
3.2.1 Approved new or changed process is documented in the APD, integrated into the AFMC Business Environment (ABE) and a training plan is initiated by the process owner and/or action officer.
3.2.2 Decision is made that no change in process is required.
3.2.3 (added) Approved new or changed process is documented on the BPD, and a change management delivery method (including recommended training) is developed and delivered by the BES Process IPT and/or Action Officer.
3.3 Inputs: process information, performance metrics and analysis, and new/revised policy.
3.4 Outputs: approved standard process document with measurement and training plan.
4.0 Process Workflow and Activities.
4.1 Supplier, Inputs, Process, Outputs, Customer (SIPOC), Table 1.
Table 1 SIPOC
	Supplier
	Inputs
	Process
	Outputs
	Customer

	Process owners, process improvement teams, HHQ
	Process information, performance metrics, analysis, new/revised policy

	Fully define & document processes in a standard format using standard methodology
	Standard processes, training           

	HHQ, Workforce, Process users, enterprise analysts

	S&P Board, XPT, process users
	Approved processes, feedback for process changes
	Publish and maintain the standard processes and process guides  
	Standard processes, process guides, AFLCMC Process Directory (APD)
	Workforce, Process users



Table 1-1 BES SIPOC
	Supplier
	Inputs
	Process
	Outputs
	Customer

	BES Process IPT, BES 
	Process information, Change Requests (CRs), performance metrics, analysis, new/revised policy

	Fully define & document processes in a standard format using standard methodology
	Standard processes, training           

	BES, Workforce, Process users, enterprise analysts

	PIB, Integation CCB, HIQI, BES users
	Approved processes, feedback for process changes
	Publish and maintain the standard processes and process guides  
	Standard processes, process guides, BPD
	Workforce, BES users



4.2 Process Flowchart.  The process flowchart below, Figure 1, represents the AFLCMC process to standardize and manage a process.  The activities are further defined in Para 4.3 WBS. Figure 2 represents the PEO BES process to standardize and manage a process.  Figure 3 represents the AFLCMC subprocess to manage the Process Maturity Model (PMM) and to determine and approve the process’s maturity level to report on the PMM Scorecard.  
4.3 Work Breakdown Structure (WBS).  The below WBS, Table 2,  provides additional detail for the activity boxes in the above flowchart. The WBS, Table 3, provides additional detail for the PMM subprocess activities.  The MS Excel version of the WBS with more detail is at Attachment 1. 
4.4 Work guidance package, additional work tables, figures, or checklists. All standard processes shall be documented using the Process Standard Template, Attachment 4.
4.5 Process Flowchart.  The process flowchart below, Figure 2, represents the PEO BES process to standardize and manage a process and Table 4 represents the PEO BES    Work Breakdown Structure (WBS) and provides additional detail for the activity boxes in the above flowchart. The MS Excel version of the WBS with more detail is at Attachment 2. 

Figure 1 Process Flowchart – Standardize and Manage Processes
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Figure 2 (Changed) Process Flowchart – Standardize and Manage Processes, BES



































Figure 3 Process Flowchart – Determine Process Maturity Level
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Table 2 WBS Excerpt – Standardize & Manage Processes
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Table 3 WBS Exerpt - Determine Process Maturity Level
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Table 4 WBS Excerpt – Standardize & Manage Processes, BES
	BES Change Request Process

	Lvl
	WBS
	Activity
	Description
	OPR
	Time (days)

	1
	1
	Standardize and manage  processes, supplement
	This process is performed by the PEO BES Process Integration team when new processes are identified or established processes require changes. It focuses on ensuring these process apply to and support business enterprise systems. It provides a standard methodology and template to describe and document processes. This process also includes activities to manage, coordinate, review, approve, publish and maintain standard processes.
	HIQI
	 

	2
	1.1
	Review a new or revised AFLCMC process
	Processes and process change requests are analyzed for applicability to business enterprise systems using the following elements: name/owner, description, purpose, entry/exit criteria, inputs/outputs, process activity and workflows (visual representation), measurement, roles/ responsibilities, tools, training, definitions/ assumptions, and governing policy/guidance. 
	HIQI
	 

	2
	1.2
	Manage AFLCMC processes
	This includes various activities for regular, as-needed, management and sustainment of the AFLCMC Process Directory (APD)
	HIQI
	 

	3
	1.2.1
	Submit process change requests or feedback 
	Anyone may submit feedback to BES Process IPT or to Action Officer (AO) on published processes or identify a need to add a process. Reasons could be to  a) implement a change in statutes, regulations, directives, policy, instructions, etc; b) implement corrections, or c) improve efficiency.  The change may be self-identified, come from user feedback, or may be directed by leadership.
	Process user, Workforce
	 

	3
	1.2.2
	Log CR into CR Tracker
	The Configuration Manager (CM)  monitors email for new process or change requests (CR) and  logs the new process or CR into CR Tracker and notifies the IPT Lead of the new request.
	CM
	 

	3
	1.2.3
	IPT Lead assigns AO
	The Integrated Product Team (IPT) Lead assigns it to the AO responsible for the process.  The IPT Lead may schedule a meeting with Integration process team to discuss proposed CR.
	IPT Lead
	 

	3
	1.2.4
	AO reviews CR
	The AO reviews the CR for applicability and provides IPT Lead comments/feedback and recommendation about decision reached. If the CR is applicable, the AO will begin identifying detail changes by initializing an Impact Analysis Sheet.  If the CR is not applicable, the AO contacts CM for closure.
	AO
	 

	3
	1.2.5
	CM updates CR Tracker
	If CR is not valid, the CM notifies the originator on its disposition and closes the CR and updates the status in CR Tracker.
	CM
	 

	3
	1.2.6
	 AO completes analysis
	The AO will complete the analysis of the impact assessment from the change request and identify all effected artifacts and all required modifications.    The AO then uses the CR Tracker to document the analysis including reviewing the CR against existing processes & policies.
	AO
	 

	4
	1.2.7
	IPT Lead schedules and conducts BES Process IPT 
	The AO notifies IPT Lead when analysis complete.  (Note:  If other processes are impacted, the AO will annotate this in their analysis and inform IPT lead, when applicable.)  The IPT Lead will add the CR to the next Meeting agenda and conduct the meeting accordingly.   IPT members will make a recommended prioritization on CRs before being sent to the CCB.  Editorial CRs (class II) are not required to be reviewed by the IPT members and will be taken directly to the CCB.
	AO
	 

	3
	1.2.8
	 IPT Lead Promotes to BPD CCB
	The IPT Lead performs a quality check  of the CR analysis and recommendation.   The IPT Lead notifies the CM  to add to an upcoming BES Process Directory (BPD) Configuration Control Board (CCB) agenda.  
	IPT Lead
	 

	3
	1.2.9
	CM prepares for BPD CCB 
	The CM reviews the CR, adds to next BPD CCB agenda and updates the CR Tracker.  5 days prior to BPD CCB, CM will send out final agenda for members to review.
	CM
	 

	3
	1.2.10
	Conduct BPD CCB
	The BPD CCB dispositions the CR and determines class type (I/II).  If the CR is deferred, it is sent back to the AO with comments for additional work.  If approved and Class I, the BPD CCB forwards to the Process Integration Board (PIB).  If approved and Class II, the BPD CCB forwards to the Process IPT Lead/AO.  If disapproved, originator will be notified.
	BPD CCB
	 

	3
	1.2.11
	CM prepares for PIB
	The CM reviews the Class I CR, adds to next PIB agenda and updates the CR Tracker.  5 days prior to PIB, CM will send out final agenda for members to review.
	CM
	 

	3
	1.2.12
	Conduct PIB 
	The PIB dispositions the Class I CR.  If the CR is deferred, it is sent back to the AO with comments for additional work.  If approved, the CR will be prioritized for future work for the Process IPT.  If disapproved, originator will be notified
	PIB
	 

	3
	1.2.13
	CM updates CR Tracker
	Upon notification from the applicable board, CM updates the CR Tracker, ensures minutes are complete and notifies originator, if required.
	CM
	 

	3
	1.2.14
	 AO drafts CR package and conducts Peer Review
	The AO drafts a CR package consisting of the original CR and all affected artifacts, completes the BES Process IPT Checklist and conducts Peer Review with BES Process IPT.
	AO
	 

	3
	1.2.15
	IPT Lead schedules and conducts BES Process IPT 
	The IPT Lead schedules and conducts a BES Process IPT meeting to review and approve the CR package.  
	IPT Lead
	 

	3
	1.2.16
	AO completes final CR package
	The AO implements any suggested comments/feedback to the change package, as necessary, and notifies the IPT Lead when CR package is completed
	AO
	 

	3
	1.2.17
	IPT Lead promotes for CCB
	The IPT Lead performs a quality check  of the CR analysis and recommendation.   The IPT Lead notifies the CM  to add to an upcoming BPD CCB agenda.  
	IPT Lead
	 

	3
	1.2.18
	CM prepares for BPD CCB 
	The CM reviews the CR, adds to next BPD CCB agenda and updates the CR Tracker.  5 days prior to BPD CCB,  CM will send out final agenda for members to review.
	CM
	 

	3
	1.2.19
	Conduct BPD CCB
	The BPD CCB dispositions the CR package and determines class type (I/II).  If the CR is deferred, it is sent back to the AO with comments for additional work.  If approved, the BPD CCB forwards to the PIB.  If disapproved, originator will be notified
	BPD CCB
	 

	3
	1.2.20
	CM prepares for PIB
	The CM reviews the CR, adds to next PIB agenda and updates the CR Tracker.  5 days prior to PIB CM will send out final agenda for members to review.
	CM
	 

	3
	1.2.21
	Conduct PIB
	  The PIB dispositions the CR.  If the CR is deferred, it is sent back to the AO with comments for additional work.  If approved, the IPT Lead and the CM are both notified of the results. 
	PIB
	 

	3
	1.2.22
	CM updates CR Tracker
	Upon notification from the applicable board, CM updates the CR Tracker
	CM
	 

	3
	1.2.23
	Initiate process training plan
	Initiate the process training plan to communicate the new process and train necessary personnel who will be using or operating the process.
	Process IPT
	 

	3
	1.2.24
	Initiate process metrics plan
	Start collecting and tracking planned metrics. Analyze and report performance periodically (done by Process Team Lead). Incorporate into self assessment activities.
	Process IPT
	 

	3
	1.2.25
	Incorporate process into SAP
	Ensure that Self Assessment Program (SAP) considers compliance to processes, especially to those processes that are mandatory
	Process IPT
	 

	3
	1.2.26
	IPT Lead provides feedback to Objective 4 IPT
	The IPT Lead provides feedback to the Objective 4 IPT on the approval of the CR Package and the opportunity for AFLCMC CPI.
	IPT Lead
	 

	3
	1.2.27
	CR Package published on the BPD
	The CM coordinates with the IPT for release and publishes the CR Package to the BPD.
	CM
	 



5.0 Measurement.
5.1 Process Results.
5.1.1 Percentage of critical processes that are standardized/codified.
5.1.1.1.  (added) Percentage of critical processes that apply to DBS.
5.1.2 Percentage of key processes that are standardized/codified.
5.1.2.1.  (added) Percentage of key processes that apply to DBS.
5.1.3 Timeline expectation once a new process or need to revise a process is identified and a process owner accepts responsibility for the process:
5.1.3.1.  Goal of <50 work days (10 weeks) to standardize/codify a new process.
5.1.3.2.  Goal of <30 work days (6 weeks) to standardize/codify a revised process.
5.1.4 Number of process improvement events and subsequent process changes.
5.1.5 Track overall performance of standard processes – improvement, savings, or cost avoidance.
5.1.6 Track individual process maturity and overall Center process maturity via the AFLCMC Process Maturity Model (PMM).
5.2 Process Evaluation.
5.2.1 Keep track of the rework for processes in work. Categorize the rework by the 10 elements (i.e., purpose, entry/exit criteria, workflow, measurement, etc.) to track which elements have most rewrites/corrections.
5.2.2 Track usage of the APD -- monthly rate of personnel of opening site.
5.2.3 Integrate with Self Assessment Program (SAP).
5.2.4 (added) Track usage of the BPD – monthly rate of personnel accessing site.
6.0 Roles and Responsibilities.
6.1 AFLCMC/XP (XPT) (Process Owner).
6.1.1 Maintain and coordinate any changes to this process, “Standardize and Manage AFLCMC Processes”.
6.1.2 Assist process owners and process teams to define, document and improve their standard processes, which may require training, facilitation at continuous process improvement (CPI) events, assistance in completing process mapping workflows and supporting documentation, and assistance in developing and tracking metrics associated with the process.
6.1.3 Maintain and manage changes to the AFLCMC Process Directory (APD), which is a SharePoint site that hosts all the documentation for the Center’s standard processes and process guides.
6.1.4 Maintain the Process Metrics Dashboard and associated metrics data.
6.1.5 Manage the Process Maturity Model (PMM) and Scorecard.
6.1.6 Collect user feedback on processes and coordinate with process owners.
6.1.7 Ensure AFLCMC aligns with AFMC’s process standardization requirements, to include inputting and maintaining processes in the AFMC Business Environment (ABE).
6.1.8 Schedule and administer meetings for the AFLCMC Standards and Process (S&P) Board and Strategic Objective 4 Team.
6.2 AFLCMC Standards & Process (S&P) Board.
6.2.1 Chaired by AFLCMC/CV.
6.2.2 Members include deputy directors of Center functional offices, PEOs, AFSAC, Propulsion, Plans & Programs, and Development Planning.
6.2.3 Approval authority for all mandatory standard processes and the “Standard Process” documents representing the process.
6.2.4 Approval authority for the AFLCMC Process Maturity Model (PMM), which is used to determine individual process maturity level and overall Center process maturity. 
6.2.5 Meet monthly, or as required to oversee process standardization and improvement efforts, to include identifying and prioritizing processes, assigning process owners, reviewing and approving new or changes to standard processes, and reviewing process metrics.
6.3 AFLCMC Strategic Objective 4 Team. 
6.3.1 Currently chaired by the AFLCMC/CV & WN Director.
6.3.2 Members include reps from each of the Center functional directorates, PEOs, AFSAC, Propulsion, Plans & Programs, and Development Planning.
6.3.3 Meet monthly, or as required to support S&P Board efforts, to include reviewing and providing feedback to process teams to ensure the standard process documents are ready to meet the S&P Board.
6.4 Process Owner. 
6.4.1 A designated directorate that provides oversight to a particular process -- normally a Center Functional Office.
6.4.2 Accept process ownership, assign process team leads and coordinate process documents.
6.4.3 Approval authority for “Process Guides”, which are the documents representing non-mandatory processes.
6.4.4 Monitor and continuously improve processes.
6.4.5 Ensure process metrics are being collected and reported via the Process Dashboard (as required by process standard or by S&P Board direction). 
6.4.6 As required, review their process and process metrics to verify proper reporting of their process maturity level according to the PMM. 
6.5 Process Team Lead.
6.5.1 Normally a representative of the Process Owner.
6.5.2 Form and lead a multifunctional team to define and document a process utilizing this process, Standardize and Manage AFLCMC Processes.
6.5.3 Manage changes to documented processes, incorporate lessons learned and feedback into processes, monitor and continuously improve process performance and effectiveness.
6.6 Process Team. Multifunctional team that assists process owners and process team leads in defining and documenting a process.
6.7 Process Users. 
6.7.1 Comply with the mandatory standard processes.
6.7.2 Utilize, as appropriate, non-mandatory process guides.
6.7.3 Since the standard processes require compliance and performance measurement, it may be required by specific processes for the process user (e.g., Program Manager or Logistics Manager) to input or report metrics such as timelines and performance measures.  
6.8 AFLCMC/HIQI (BES Process Owner).
6.8.1 Maintain and coordinate any changes to this process, “Standardize and Manage AFLCMC Processes, BES Supplement”.
6.8.2 Assist process owners and BES Process IPT to define, document and improve their standard processes, which may require training, facilitation at continuous process improvement (CPI) events, assistance in completing process mapping workflows and supporting documentation, and assistance in developing and tracking metrics associated with the process.
6.8.3 Maintain and manage changes to the BPD, which is an ACC site that hosts all the documentation for the PEO BES standard processes and additional artifacts.
6.8.4 Maintain the Process Metrics Dashboard and associated metrics data.
6.8.5 Collect user feedback on processes and coordinate with process owners.
6.8.6 Schedule and administer meetings for the BES PIB and Integration CCB.
6.9 (Added) Process Integration Board (PIB).
6.9.1 Chaired by the Deputy PEO of BES or Director of Integration. 
6.9.2 Members include all Division Directors, Director of Integration and Organization Senior Functionals.
6.9.3 Approval authority for implementation of all AFLCMC mandatory standard processes including BES Supplements. 
6.9.4 Meet monthly, or as required to oversee process standardization and improvement efforts, to include identifying and prioritizing processes, reviewing and approving new or changes to standard processes, and reviewing process metrics.
6.10 (Added) BES Process IPT. 
6.10.1 Currently chaired by the AFLCMC/HIQI Process Section Lead.
6.10.2 Members include BES Process Integration team, representatives from BES Division Directorates and matrix organizations.
6.10.3 Meet monthly, or as required to support process improvement efforts, to include reviewing and providing feedback to ensure the standard process documents are ready to meet the PIB.
6.11  (Added) BES Process IPT Lead.
6.11.1 Normally the Process Section lead.
6.11.2 Form and lead a multifunctional team to define and document a process utilizing this process, Standardize and Manage AFLCMC Processes, BES Supplement.
6.11.3 Will facilitate and support PIB initiated IPTs.
6.11.4 Manage the BES Scorecard and/or Process Metrics dashboard.
6.11.5 Schedule and administer meetings for the BES PIB and BES Process IPT.
6.11.6 Manage changes to documented processes, incorporate lessons learned and feedback into processes, monitor and continuously improve process performance and effectiveness.
6.12 (Added) Action Officer.
6.12.1 A designated BES Process IPT member that provides oversight to an AFLCMC standard process or a PIB approved CR identifying a process improvement opportunity.
6.12.2 Assist BES Process IPT members to define, document and supplement AFLCMC standard processes and identify associated change management delivery as required,  assistance in completing process mapping workflows and supporting documentation, and identify to Metrics IPT the metrics associated with the process.
6.12.3 Collect user feedback (peer review) on draft processes and coordinate with process owners.
6.12.4 Ensure BES aligns with AFLCMC’s process standardization requirements, to include inputting and maintaining processes in the BPD.
6.12.5 Responsible POC for  reviewing current BPD artifacts for applicability.
6.12.6 Monitor and continuously improve processes.
7.0 Tools. 
7.1 AFLCMC Process Directory (APD) is the repository for all AFLCMC standard processes and process guides. It is located at the following SharePoint site: https://cs4.eis.afmc.af.mil/sites/1534/ProcDir/default.aspx.
7.2 Process Metrics Dashboard along with the Process Metrics Data is a collection of all the data associated with the measurements indicated in paragraph 5 (Measurement) of each process standard.  The Dashboard may be utilized by the S&P Board, process owners, or process teams to analyze process metrics or to report metrics status. The Dashboard and associated data are linked from the APD above.
7.3 AFMC Business Environment (ABE).  ABE is the repository for all AFMC processes, located at the following link: https://org.eis.afmc.af.mil/sites/HQAFMCA4/A4N/A4NE/A4NE%20Continuity%20Folder/Enterprise%20Architecture/AFMC%20Business%20Environment%20(ABE)/General_Hoffman_ABE_Directive.pdf.
7.4 (Added) ACC BPD is the repository for all BES processes located at the following link:  https://acc.dau.mil/CommunityBrowser.aspx?id=507710&lang=en-US.
7.5 Office Software Products. 
7.5.1 MS Word to document the process in accordance with the Process Standard Template, Attachment 4.
7.5.2 MS Visio, MS PowerPoint or other tool to visually portray  process (flowchart).
7.5.3 MS Excel to provide detail for the flowchart activities via a WBS.
8.0 Training. 
8.1 AFLCMC leadership identified an initial set of critical and key processes and process owners. The current plan is for XPT to work directly with process teams under the governance of the S&P Board to define and document the initial set of processes using the specification/template explained in this process, Standardize and Manage AFLCMC Processes. 
8.2 AFLCMC XPT Training, DCO/OTH AFLCMC Process Directory: 
8.2.1 XPT provides a one hour overview of process standardization, the specification/template and a demo of the APD.
8.2.2 Designed as a focus week class, but may be taught anytime.
8.3 AFLCMC/XPT, upon request or as directed, will provide facilitators to support process owners/teams in developing and documenting their standard processes or in conducting a continuous process improvement (CPI) event.
8.4 (added) AFLCMC/HIQI, upon request or as directed, will provide facilitators to support process owners/teams in developing and documenting their standard processes or in conducting a continuous process improvement (CPI) event.
9.0 Definitions, Guiding Principles or Ground Rules & Assumptions.
9.1 Process:  a defined sequence of related activities and decisions (or gateways) that together achieve a particular result of value (to customers).
9.2 Activity:  any work performed to convert inputs into outputs.
9.3 “As-Is” Process:  While an initial baseline standard process is normally an “as-is” process based on the way the process is currently performed guided by governing policy and guidance, it is acceptable to make rationale appropriate “fixes” as long as the process still complies with overarching policy and guidance.
9.4 “To-Be” Process:  Once the baseline “as-is” process is established, the next step is to design an optimized “to-be” process, eliminating any identified weaknesses or making efficiency adjustments based on process improvement activity.   
9.5 Standard process: For AFLCMC, standard processes are the mandatory standard processes approved and governed by the S&P Board and posted on the APD. Criteria to consider when determining if a process is a mandatory standard process:
9.5.1 Recognized pain point that affects Speed with Discipline. 
9.5.2 Important from a basic acquisition perspective.
9.5.3 High-interest item; CC or HHQ priority.
9.5.4 Unsuccessful execution results in Center/Program failure.
9.5.5 Tied to safety or security.
9.5.6 Applies across portfolios or Centers.
9.5.7 Critical to major mission area.
9.5.8 Process improvement would yield equal or greater reduction in acquisition cycle time & higher confidence in delivering required capabilities at or below cost.
9.6 To build a standard process, you will need a good understanding of the governing requirements along with skill in describing a target work process, detecting waste, and documenting procedural knowledge. 
9.7 (Changed) Standard Process Document: A document representing a mandatory standard process including a BES supplement, which is an output of this process, Standardize and Manage AFLCMC Processes, BES Supplement.
9.8 Process Guide: A document representing a non-mandatory process. Current Guides may be in a legacy format. As Guides are updated or newly developed, users shall utilize the new standard process format.
9.9 The process flowchart has one “swimlane” to encompass the process owner, process team lead and process team. The process owner has overall responsibility for the process, but may delegate definition and documentation to the process team lead and process team. 
9.10 The process flowchart has one “swimlane” to encompass the S&P Board and Objective 4 Team. The S&P Board has overall responsibility for process standardization, and the Objective 4 Team supports the S&P Board as needed or directed.
9.11 (added) The process flowchart has one “swimlane” to encompass the PIB and/or Integration CCB and BES Process IPT and/or Process Lead. The PIB Board has overall responsibility for process standardization, and the BES Process IPT supports the PIB as needed or directed.
10.0 References to Law, Policy, Instructions or Guidance. Process standardization is required by the AFMC and AFLCMC Strategic Plans. References that relate to this process included the following:
10.1 AFI 63-101/20-101 Integrated Life Cycle Management, 7 March 2013. Several paragraphs mention the need for standardization to development value-added processes, procedures, activities, and automated systems. It also requires support to process improvement efforts.   
10.2 AFI 33-401 Air Force Architecting, 17 May 2011.

List of Attachments:
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Business Enterprise Systems (BES) PEO Standard Process to Standardize and Manage Processes
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1.2.1 Submit process 

change requests or any 

feedback on BPD

Start

Identify new process, 

need to change  a 

process, or a process 

to retire (CPI)

1.2.2 Log CR into 

CR tracker

1.2.3 IPT Lead 

assigns AO

1.2.4 AO Reviews 

CR 

Valid

Originator Notified

No

1.2.5 CM updates 

CR Tracker

1.2.6

AO completes 

analysis

1.2.8 IPT Lead 

Promotes to BPD 

CCB

1.2.9 CM prepares 

for BPD CCB

1.2.12 Conduct 

PIB

Approve?

1.2.10 Conduct 

BPD CCB

No

Approve?

No

Page 2

Yes

1.2.11 CM 

prepares for PIB

Yes

Class II

Class I or 

Class II?

Class I

1.2.7 IPT Lead 

schedules and 

conducts BES 

Process IPT 

Yes

Approved Yes

No
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1.2.14 AO drafts 

CR package and 

conducts Peer 

Review

1.2.13 CM updates 

CR Tracker

1.2.15 IPT Lead 

schedules and 

conducts BES 

Process IPT 

1.2.16 AO 

completes final CR 

package

1.2.19 

Conduct BPD CCB

Approve?

No

1.2.17 IPT Lead 

promotes for CCB

1.2.21

Conduct PIB

Approve?

1.2.27 CR Package 

published on BPD

1.2.22 CM updates 

CR Tracker

Page 1

1.2.18 CM 

prepares for BPD 

CCB

1.2.26 IPT Lead 

provides feedback 

to Objective 4 IPT

1.2.23 Initiate 

process training 

plan

1.2.24 Initiate 

metrics plan

1.2.25 Consider 

process in SAP

Standardized 

Process

Returns  to IPT Lead & AO 

for rework

No

Yes

Returns  to IPT Lead & AO 

for rework

1.2.20 CM 

prepares for PIB

Yes

Class I or

Class II?

Class I

Class II

Timeline goal to standardize a process once a process owner is assigned (step 1.2.13 –1.2.21):

Process Change: 30 workdays (6 wks)                      New Process:  50 workdays (10 wks)                                               
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Subprocess to Determine Process Maturity Level
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1.4 Develop 

rationale for 

maturity level

1.1 Maintain and 

report PMM 

Scorecard

Start

1.3 Review 

process metrics 

and process 

maturity

Process published 

on APD and 

reported on PMM

[From WBS 1.2.3 & 

1.2.4 of Standardize 

& Manage 

Processes]

End

1.2 Review 

process metrics 

and process 

maturity

Should 

maturity 

level 

change?

No

Yes

1.1.5 Administer 

S&P Board to 

support PMM 

changes

Should maturity 

level change?

No

Yes

1.5 Review 

rationale to change 

maturity level of 

process.

Also, review 

overall enterprise 

maturity

[S&P Board]

Should 

maturity level 

change?

No

Yes

1.1.4 Consult with 

process owners or teams 

regarding the PMM

Request to XPT and 

process owner to check 

maturity level

1.1 Maintain 

and report 

PMM 

Scorecard

PMM Updated

This could be an S&P 

Board, Council, Staff 

Meeting or other review
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LvlWBS Activity Description OPR

Time 

(Days)

1 1.0

Standardize 

and manage  

processes

This process is performed by process owners and their teams when new processes are 

identified or established processes require changes. It provides a standard methodology and 

template to describe and document processes. This process also includes activities to 

manage, coordinate, review, approve, publish and maintain standard processes.

XPT 90

2 1.1

Define a new 

or revised 

AFLCMC 

process

Fully defining a process requires personnel to document processes using the following 

elements: name/owner, description, purpose, entry/exit criteria, inputs/outputs, process 

activity and workflows (visual representation), measurement, roles/ responsibilities, tools, 

training, definitions/ assumptions, and governing policy/guidance. 

XPT 60

3 1.1.1

Identify process  

team

Process owner (PO) accepts ownership of the process and accepts responsibility to revise 

the existing process or define and document a new process.  The PO will assign a process 

team lead who will convene a team of appropriate personnel. Depending on the scope of the 

process, consider a team that is multifunctional and crosses geographic locations. Ensure an 

XPT facilitator is assigned to the process team.

Process 

Owner

5

3 1.1.2

Plan process 

mapping effort

Process Team must plan scope of activity, schedule work, establish goals, ground rules, 

assumptions, and approach.

Process 

Team

3

3 1.1.3

Draft SIPOC and 

narrative 

elements of 

overall process

Draft high level SIPOC (Supplier, Inputs, Process, Outputs, Customer). Supplier provides the 

input to start and/or perform the process. Input is needed to start the process. Process is a 

description of the process. Output is produced by the process. Customer receives the 

product or service. Complete a SIPOC first to understand the scope and boundary of a 

particular process. Draft narrative elements of a defined process:  name/owner, description, 

purpose, entry/exit criteria, inputs/outputs, measurement, roles/ responsibilities, tools, 

training, definitions/ assumptions, and governing policy/ guidance. 

Process 

Team

5

4 1.1.3.1Draft SIPOC

Draft high level SIPOC (Supplier, Inputs, Process, Outputs, Customer). Supplier provides the 

input to start and/or perform the process. Input is is needed to start the process. Process is 

a description of the process. Output is produced by the process. Customer receives the 

product or service. Complete a SIPOC first to understand the scope and boundary of a 

particular process.

Process 

Team

1

4 1.1.3.2

Draft process 

description

Briefly describe the process giving an overview of what is accomplished or what output is 

produced, who will use the output and when must it be accomplished. More detail will be 

provided later in the document.

Process 

Team

1

4 1.1.3.3Draft purpose

Explain why the process must be done and how the process adds value. Describe the 

attributes of the output that add value for the customer. Provide background information on 

the reason for the process.  Tie to strategic plan and/or organization mission, vision, and 

objectives.

Process 

Team

1

4 1.1.3.4

Draft entry, exit, 

inputs, outputs

Entry Criteria:  List and describe potential conditions that will initiate the process. Exit 

Criteria:  List and describe potential conditions that will end the process. Inputs:  List and 

describe artifacts that are needed to perform the process and who provides those inputs. 

Outputs:  List and describe artifacts that are produced by the process and who will receive 

the outputs.

Process 

Team

1

4 1.1.3.5

Draft roles, 

responsibilities

Identify and describe the role of any internal or external organizations or key personnel 

involved in the execution of the process. Ensure that you identify participants who are 

accountable. Descibe roles for any performers listed in the OPR column of the WBS or 

performers used as swim lanes in the process flowchart.

Process 

Team

1

4 1.1.3.6List tools

Lists any tools or IT systems used to perform the process, support the process, or capture 

and report data created during the process. Tools should also be listed in the "Tool" column 

of the WBS aligned with a specific activity.

Process 

Team

1

4 1.1.3.7

Determine 

ground rules & 

assumptions

Capture any important supporting information and assumptions being made while 

considering consistency with assumptions for related processes

Process 

Team

1

4 1.1.3.8

List policy 

referencees

List applicable reference material that governs, guides or constrains the process or any 

activity used in the process. This could be law, policy, instructions, guidance, etc. 

References should also be listed in the "Reference" column of the WBS aligned with a 

specific activity.

Process 

Team

1
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LvlWBS Activity Description OPR

Start

Process published on APD and reported on PMM

[From WBS 1.2.3 & 1.2.4 of Standardize & Manage Processes]

1 1.0

Manage Process 

Maturity Model 

(PMM)

Process outlines the use of the AFLCMC Process Maturity Model (PMM), 

which is a description of five levels of process maturity, to determine 

process maturity level. The levels are (1) Ad Hoc, (2) Standardized, 

Repeatable, (3) Quantitatively Managed, (4) Innovating, and (5) 

Optimized, Optimizing.  The five levels apply to individual processes and 

to AFLCMC’s overall process maturity

XPT

2 1.1

Maintain and 

report PMM 

scorecard

Maintain the Process Maturity Model (PMM) and PMM scorecard and 

provide report to various leadership forums.  

XPT

3 1.1.1 Maintain PMM and 

scorecard 

Maintain and update the Process Maturity Model (PMM) and PMM 

scorecard (most likely in SharePoint) and ensure information is available 

as needed

XPT

3 1.1.2

Add new processes 

to PMM scorecard

When new processes become baseline standardized, XPT will add the 

process to the scorecard list.

XPT

3 1.1.3

Update the PMM 

scorecard

Update the Process Maturity Model (PMM) scorecard with new levels 

per Standards and Process (S&P) Board direction.

XPT

3 1.1.4

Consult with team 

regarding the 

PMM

Consult with team regarding the Process Maturity Model and the 

scorecard.  Work with process owner or process teams to review 

process maturity level, as requested. 

XPT

3 1.1.5

Administer S&P 

Board to support 

PMM changes

Schedule the process owner or process team to brief the Standards and 

Process (S&P) Board on the rationale for changing the process maturity 

level

XPT

2 1.2

Review process 

metrics and 

process maturity 

(S&P)

The Standards and Process (S&P) Board may review process metrics at 

S&P Board, at AFLCMC Council, at Staff Meetings, or in other forums 

that review the processes or process metrics. If the Board or a board 

members believes the process could potentially be rated a different 

level, then they will submit a request to AFLCMC/XPT to check the 

maturity level with the process owner. 

S&P Board

2 1.3

Review process 

metrics and 

process maturity 

(PO)

Process owners or team leads may review process metrics at internal 

meetings or as part of their own continuous process improvement 

efforts. They may also be reviewing process metrics to support an S&P 

Board, AFLCMC Council, Staff Meeting or other forum. If they believe the 

process should be rated a different level, then they should start the 

activity to develop rationale for changing the maturity level.

Process 

Owner, 

Process 

Lead

2 1.4

Develop rationale 

for maturity level

Utilize the Process Maturity Model (PMM) to determine how the process 

aligns with the descriptions of the five levels. Summarize the  rationale 

and evidence to justify a change to the maturity level.

2 1.5

Review rationale 

to change 

maturity level

Utilize the Process Maturity Model (PMM) to determine if the process 

aligns with the descriptions of the five levels. Review the rationale and 

evidence to justify a change to the process maturity level. Provide 

feedback back to process owner or teams as needed.  If justification is 

adequate, then report to XPT to change the PMM scorecard.  

Additionally, as more processes are standardized and the enterprise is 

showing overall process improvement, the S&P Board should also 

review the overall process maturity for the Center.  Review the PMM for 

the "Enterprise Roll up".

S&P Board

End Process Maturity Model (PMM) scorecard updated
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MS Excel WBS


MS Excel WBS
WBS Full Data

		Lvl		WBS		Activity		Description		OPR		Time (Days)		Supplier		Input		Output		Customer		Tool		Reference

		Lvl		WBS #		Short name or title of process, activity, or task (normally start with verb)		Fully describe the activity. Spell out any acronyms or abbreviations in every cell.		Who (org or office) responsible to perform activity		Time expected to complete activity		Who supplies the inputs?		Inputs needed to perform the activity		What is produced by the activity?		Who gets the output or product from the activity?		What tool is used to perform or support this activity?		Law, Policy, Reg, OI, etc. If possible give specific chapter & paragraph.

		1		1.0		Standardize and manage  processes		This process is performed by process owners and their teams when new processes are identified or established processes require changes. It provides a standard methodology and template to describe and document processes. This process also includes activities to manage, coordinate, review, approve, publish and maintain standard processes.		XPT		90		Process Owners		New or change in policy, improvement, process data		Standard process		Process users, enterprise analysts		SharePoint, ABE		AFI 63-101, AFI 33-401

		2		1.1		Define a new or revised AFLCMC process		Fully defining a process requires personnel to document processes using the following elements: name/owner, description, purpose, entry/exit criteria, inputs/outputs, process activity and workflows (visual representation), measurement, roles/ responsibilities, tools, training, definitions/ assumptions, and governing policy/guidance. 		XPT		60		S&P Board		Approved request for new or revised process		Committed team, request for assistance from XPT		Process Owner		SharePoint, ABE, Excel, Visio

		3		1.1.1		Identify process  team		Process owner (PO) accepts ownership of the process and accepts responsibility to revise the existing process or define and document a new process.  The PO will coordinate with the BES Process IPT. assign a process team lead who will convene a team of appropriate personnel.   Depending on the scope of the process, consider a team that is multifunctional and crosses geographic locations. Ensure an XPT facilitator is assigned to the process team.		Process Owner		5		S&P Board or Process Owner		Decision to address process feedback or request for change		Committed team, request for assistance from XPT		Process Owner

		3		1.1.2		Plan process mapping effort		Process Owner Team must plan scope of activity, schedule work, establish goals, ground rules, assumptions, and approach with IPT.		Process Team		3		S&P Board, Process Owner, Directorates, XPT		Committed team, assistance from XPT		Process mapping plan and schedule		Process Owner

		3		1.1.3		Draft Review/Update SIPOC and narrative elements of overall process		Draft Review/Update high level SIPOC (Supplier, Inputs, Process, Outputs, Customer). Supplier provides the input to start and/or perform the process. Input is needed to start the process. Process is a description of the process. Output is produced by the process. Customer receives the product or service. Complete a SIPOC first to understand the scope and boundary of a particular process. Draft narrative elements of a defined process:  name/owner, description, purpose, entry/exit criteria, inputs/outputs, measurement, roles/ responsibilities, tools, training, definitions/ assumptions, and governing policy/ guidance. 		Process Team		5		Process Team		Process mapping plan and schedule, process data		SIPOC, narrative elements of process		Process Owner

		4		1.1.3.1		Draft SIPOC		Draft high level SIPOC (Supplier, Inputs, Process, Outputs, Customer). Supplier provides the input to start and/or perform the process. Input is is needed to start the process. Process is a description of the process. Output is produced by the process. Customer receives the product or service. Complete a SIPOC first to understand the scope and boundary of a particular process.		Process Team		1		Process Team		Process mapping plan and schedule, process data		SIPOC		Process Owner

		4		1.1.3.2		Draft process description		Briefly describe the process giving an overview of what is accomplished or what output is produced, who will use the output and when must it be accomplished. More detail will be provided later in the document.		Process Team		1		Process Team		Process mapping plan and schedule, process data		Draft description		Process Owner

		4		1.1.3.3		Draft purpose		Explain why the process must be done and how the process adds value. Describe the attributes of the output that add value for the customer. Provide background information on the reason for the process.  Tie to strategic plan and/or organization mission, vision, and objectives.		Process Team		1		Process Team		Process mapping plan and schedule, process data		Draft purpose		Process Owner

		4		1.1.3.4		Draft entry, exit, inputs, outputs		Entry Criteria:  List and describe potential conditions that will initiate the process. Exit Criteria:  List and describe potential conditions that will end the process. Inputs:  List and describe artifacts that are needed to perform the process and who provides those inputs. Outputs:  List and describe artifacts that are produced by the process and who will receive the outputs.		Process Team		1		Process Team, Process Users		Process mapping plan and schedule, process data		Draft entry, exit, inputs, outputs		Process Owner

		4		1.1.3.5		Draft roles, responsibilities		Identify and describe the role of any internal or external organizations or key personnel involved in the execution of the process. Ensure that you identify participants who are accountable. Descibe roles for any performers listed in the OPR column of the WBS or performers used as swim lanes in the process flowchart.		Process Team		1		Process Team, Process Users		Process mapping plan and schedule, process data		Draft roles, responsibilities		Process Owner

		4		1.1.3.6		List tools		Lists any tools or IT systems used to perform the process, support the process, or capture and report data created during the process. Tools should also be listed in the "Tool" column of the WBS aligned with a specific activity.		Process Team		1		Process Team, Process Users		Process mapping plan and schedule, process data		List of tools		Process Owner

		4		1.1.3.7		Determine ground rules & assumptions		Capture any important supporting information and assumptions being made while considering consistency with assumptions for related processes		Process Team		1		Process Team, Process Users		Process mapping plan and schedule, process data		Ground rules & assumptions		Process Owner

		4		1.1.3.8		List policy referencees		List applicable reference material that governs, guides or constrains the process or any activity used in the process. This could be law, policy, instructions, guidance, etc. References should also be listed in the "Reference" column of the WBS aligned with a specific activity.		Process Team		1		Process Team, Process Users, Policy making organizations		Process mapping plan and schedule, process data		List of policy referencees		Process Owner

		3		1.1.4		Draft process flowchart		As a minimum, draft a high level process flowchart. Flowcharts are very important for depicting complex processes with multiple performers, hand-offs, and parallel steps.  You may use “swim lanes”  or a color coding to distinguish between different operators or owners of process activities.  Seek assistance from XPT in developing appropriate process flowcharts.		Process Team		10		Process Owner		SIPOC, narrative elements of process		High level process flowchart		Process Owner		Visio, PowerPoint, ABE

		3		1.1.5		Draft WBS		You must define your process in a hierarchical WBS that is required for input into the AFMC Business Environment (ABE).  Develop the WBS using MS Excel.  The WBS must provide additional detail for the activities shown in the process flowchart. The WBS activities must align with the activities in the process flowchart. Minimum columns are WBS #, Activity, Description, OPR, Time, Supplier, Input, Output, Customer, Tool, and Reference. You may utilize the WBS activities to form basis of a schedule or you may tailor and add columns of supporting information. Use this WBS as example.		Process Team		10		Process Owner		Process mapping plan, schedule, process data		Draft WBS		Process Owner		Excel

		3		1.1.6		Draft work package level detail		Depending on level of detail required to adequately describe the process, you may draft detailed sub-process flowcharts or detailed procedures and checklists. You may also link this detail to the higher level process flowchart and/or to activities in the WBS (using the desctiption or reference column). You may have existing detail at this level.		Process Team		5		Process Owner		Draft WBS		Draft work package level detail		Process Owner

		3		1.1.7		Draft metrics plan		Develop measurement methodology and plan for collecting and tracking measurements. This will include measurements for process results as well as measures for compliance to process activities. nce periodically. Incorporate into self assessment activities.		Process Team		6		Process Owner		Process mapping plan and schedule, process data		Draft measurement plan		Process Owner

		4		1.1.7.1		Draft measures for process results		Develop guidance and directions on how the process results will be measured.  Describe any metrics used to measure this process performance including acceptability of output (eg, first pass yield), process flow time, and resources used (eg, unit cost). Also describe any metrics used in the course of performing this process to manage the process. It is important to establish schedule/timeline threshold and object goals that you will be required to regularly analyze, report, and act upon. 
		Process Team		3		Process Owner		Process mapping plan and schedule, process data		Draft measures for process results		Process Owner

		4		1.1.7.2		Draft measures for process evaluation		Develop guidance and directions on how the process will be measured and/or audited, i.e., determination of process compliance and effectiveness.  Describe any metrics used to measure this process performance or variability. Initially, or as a minimum, include the following categories of process metrics: inadequate or incomplete inputs, in-process review reworks, customer rejects, excess wait time (for reviews, sub-process inputs, material, etc.), and other. These categories and the resulting measurements may be used in Pareto analysis in order to identify where most of the problems or issues occur in the process and to capture reasons for failure to meet process standards. If “Other” is dominate category, then redefine categories.
		Process Team		3		Process Owner		Process map, historical metric data, goals		Draft measures for process evaluation		Process Owner

		3		1.1.8		Draft training plan		If the process is new or revised, then you must provide a training plan to ensure potential operators are aware of this new process and are adequately trained to perform the process. This may be a simple explanation of how you plan to announce the new process to the workforce. If the process is new or the change is complex, then you may be required to have a more detailed training plan. Additionally, list any training that is available to support execution of the process. Consider training from Defense Acquisition University (DAU), Air Force Institute of Technology (AFIT), AFLCMC Acquisition Center of Excellence (ACE), on-the-job training (OJT), or any other appropriate and relevant sources.
		Process Team		5		Process Owner		Process map, WBS, work package data, goals		Draft training plan		Process Owner

		3		1.1.9		Coordinate new or revised standard process		Depending on the process and designated oversight, coordinate the new process through appropriate organizations or forums such as multifunctional process teams, Working Groups, Center Senior Functional(s), PEOs, Objective 4 Team;  culminating in the Standards and Process (S&P) Board (if the S&P Board has oversight), BES Process IPT, PIB. 		Process Team		10		Process Owner, XPT		Defined process (all elements)		Coordinated, defined process		Process Owner

		3		1.1.10		Review new or revised process		Perform a final review of the new or revised process, make any final required changes, submit back to process mapping team to complete and/or submit for final documentation in AFLCMC Process Directory. Currently, final process documents are reviewed by the AFLCMC Strategic Objective 4 Team, and approved by the Standards and Processes (S&P) Board.		S&P Board		15		Process Owner		Coordinated, defined process		Approved process		Process Owner, S&P Board

		3		1.1.11		Finalize new process documentation		Once the S&P Board or Center Process Executive renders a decision, the Process Owner will finalize the process for publication adjudicating all comments. Submit approved process to XPT.		Process Owner		10		Process Owner, S&P Board		Approved process		Finalized approved process		Process Owner, Workforce

		3		1.1.12		Initiate process training plan		Initiate the process training plan to communicate the new process and train necessary personnel who will be using or operating the process.		Process Owner		10		Process Owner		Finalized, approved process		Training		Workforce

		3		1.1.13		Initiate process metrics plan		Start collecting and tracking planned metrics. Analyze and report performance periodically (done by Process Team Lead). Incorporate into self assessment activities.		Process Owner		10		Process Owner		Finalized, approved process		Training		Workforce		TBD

		3		1.1.14		Incorporate process into SAP		Ensure that self assessment program (SAP) considers compliance to processes, especially to those processes that are mandatory		Process Owner		10		Process Owner		Finalized, approved process; SAP documenation		Updated SAP documentation		Workforce		MICT

		2		1.2		Manage AFLCMC processes		This includes various activities for regular, as-needed, management and sustainment of the AFLCMC Process Directory (APD)		XPT												SharePoint, APD

		3		1.2.1		Submit process change requests or feedback 		Anyone may submit feedback to XPT or to process owners on published processes or identify a need to add a process. Reasons could be to  a) implement a change in statutes, regulations, directives, policy, instructions, etc; b) implement corrections, or c) improve efficiency.  The change may be self-identified, come from user feedback, or may be directed by leadership. The AFLCMC Process Directory (APD) provides a mechanism, "APD Maintenance Request" to provide feedback.		Process user, Workforce		1		Process user, Workforce, Analysts		Process data,  Output from CPI		Feedback, request for change		Process Owner		SharePoint, APD

		3		1.2.2		Administer APD 		Maintain and administer the AFLCMC Process Directory (APD). Handle change requests or feedback on process via APD or other communication methods. Adds the process to an internal “process in development” tracking log.  This list includes process owner and assigned completion timeline. Upon receipt of the information copy of the e-mail, XPT will log the e-mail and set the status to “Under Review” until final disposition is received from the Process Owner.  Instructions for logging/tracking feedback submissions are contained in the XPT-internal feedback tracking spreadsheet.		XPT				Process user, Workforce		Feedback, request for change		Documented feedback		Process Owner		SharePoint, APD

		3		1.2.3		Manage CPI		Provide coaching and facilitation, as needed or as requested, to any Center team conducting a Continuous Process Improvement (CPI) effort or event.  XPT will assign a facilitator to any process standardization team for the duration of a new or revised process mapping or improvement effort. Assist Center leaders in overseeing CPI. Administer S&P Board and Objective 4 Team efforts. Work with Center business analysts and tool experts to ensure process metrics are collected, reported, and acted upon. Serve as Center Business Process Architect and comply with AFMC Business Environment (ABE) requirements. (May become a separate process)		XPT				Process Owner		Request for assistance		Assistance, training		Process Owner				AFI 63-101, AFI 33-401

		3		1.2.4		Update APD		Depending on S&P Board decisions or direction, XPT will update the AFLCMC Process Directory (APD) with new or revised processes (mandatory standard processes or non-mandatory process guides), with new or revised process owners, with corrections, or with any administrative type of changes.  XPT may retire (delete) a process if process is no longer needed or valid.  XPT will also update the process in the AFMC Business Environment (ABE). 		XPT		5		S&P Board		Approved process		Updated Process Directory		Workforce		SharePoint		AFI 33-401

		3		1.2.5		Review new process or change request (Process Owner or Functional Level)		Analyze feedback. Decide to revise process, draft new process, or simply address concerns of feedback originator with explanation of decision. Validate that process is actually new and/or does not conflict with any current standardized processes. If it is not valid or you do not agree, then return feedback to requester and XPT. Use criteria from Para 9 of this process standard to determine if process is a mandatory standard process that should be overseen by S&P Board. If it is not, then Process Owner may maintain oversight to develop a process guide.		Process Owner		10		XPT		Documented feedback		Decision to address feedback or request for change, Identified conflict of process and policy		Process Owner, S&P Board

		3		1.2.6		Review new process or change request (S&P Board or Center Level)		Analyze feedback. Decide to revise process, draft new process, or simply address concerns of feedback originator with explanation of decision. Validate that process is actually new and/or does not conflict with any current standardized processes. If it is not valid or you do not agree, then return feedback to requester and XPT. Use criteria from Para 9 of this process standard to determine if a process is a mandatory standard process that should be overseen by S&P Board. Some criteria for a standard process is provided in  If it is not, then Process Owner may maintain oversight to develop a process guide. If the suggested new or revised process is appropriate but does not comply with current policy, then it is necessary to request a waiver or change in policy to implement the process. If policy needs to be changed then you may link to an external process, conduct policy change.  If policy is outdated and needs to retired then update process documentation as necessary.		S&P Board		10		XPT		Documented feedback		Decision to address feedback or request for change, Identified conflict of process and policy		S&P Board

		3		XXX		Conduct policy change		If the suggested new or revised process is appropriate but does not comply with current policy, then it is necessary to request a waiver or change in policy to implement the process. Analyze feedback. Decide to revise policy, draft new policy, or simply address concerns of feedback originator with explanation of decision. 		HHQ		60		HHQ		Feedback, request for policy change, identified conflict of process and policy		Waiver or new or revised policy, or decision not to change policy		Process Users









WBS (Activity, Description)

		Lvl		WBS		Activity		Description		OPR		Time (Days)

		1		1.0		Standardize and manage  processes		This process is performed by process owners and their teams when new processes are identified or established processes require changes. It provides a standard methodology and template to describe and document processes. This process also includes activities to manage, coordinate, review, approve, publish and maintain standard processes.		XPT		90

		2		1.1		Define a new or revised AFLCMC process		Fully defining a process requires personnel to document processes using the following elements: name/owner, description, purpose, entry/exit criteria, inputs/outputs, process activity and workflows (visual representation), measurement, roles/ responsibilities, tools, training, definitions/ assumptions, and governing policy/guidance. 		XPT		60

		3		1.1.1		Identify process  team		Process owner (PO) accepts ownership of the process and accepts responsibility to revise the existing process or define and document a new process.  The PO will assign a process team lead who will convene a team of appropriate personnel. Depending on the scope of the process, consider a team that is multifunctional and crosses geographic locations. Ensure an XPT facilitator is assigned to the process team.		Process Owner		5

		3		1.1.2		Plan process mapping effort		Process Team must plan scope of activity, schedule work, establish goals, ground rules, assumptions, and approach.		Process Team		3

		3		1.1.3		Draft SIPOC and narrative elements of overall process		Draft high level SIPOC (Supplier, Inputs, Process, Outputs, Customer). Supplier provides the input to start and/or perform the process. Input is needed to start the process. Process is a description of the process. Output is produced by the process. Customer receives the product or service. Complete a SIPOC first to understand the scope and boundary of a particular process. Draft narrative elements of a defined process:  name/owner, description, purpose, entry/exit criteria, inputs/outputs, measurement, roles/ responsibilities, tools, training, definitions/ assumptions, and governing policy/ guidance. 		Process Team		5

		4		1.1.3.1		Draft SIPOC		Draft high level SIPOC (Supplier, Inputs, Process, Outputs, Customer). Supplier provides the input to start and/or perform the process. Input is is needed to start the process. Process is a description of the process. Output is produced by the process. Customer receives the product or service. Complete a SIPOC first to understand the scope and boundary of a particular process.		Process Team		1

		4		1.1.3.2		Draft process description		Briefly describe the process giving an overview of what is accomplished or what output is produced, who will use the output and when must it be accomplished. More detail will be provided later in the document.		Process Team		1

		4		1.1.3.3		Draft purpose		Explain why the process must be done and how the process adds value. Describe the attributes of the output that add value for the customer. Provide background information on the reason for the process.  Tie to strategic plan and/or organization mission, vision, and objectives.		Process Team		1

		4		1.1.3.4		Draft entry, exit, inputs, outputs		Entry Criteria:  List and describe potential conditions that will initiate the process. Exit Criteria:  List and describe potential conditions that will end the process. Inputs:  List and describe artifacts that are needed to perform the process and who provides those inputs. Outputs:  List and describe artifacts that are produced by the process and who will receive the outputs.		Process Team		1

		4		1.1.3.5		Draft roles, responsibilities		Identify and describe the role of any internal or external organizations or key personnel involved in the execution of the process. Ensure that you identify participants who are accountable. Descibe roles for any performers listed in the OPR column of the WBS or performers used as swim lanes in the process flowchart.		Process Team		1

		4		1.1.3.6		List tools		Lists any tools or IT systems used to perform the process, support the process, or capture and report data created during the process. Tools should also be listed in the "Tool" column of the WBS aligned with a specific activity.		Process Team		1

		4		1.1.3.7		Determine ground rules & assumptions		Capture any important supporting information and assumptions being made while considering consistency with assumptions for related processes		Process Team		1

		4		1.1.3.8		List policy referencees		List applicable reference material that governs, guides or constrains the process or any activity used in the process. This could be law, policy, instructions, guidance, etc. References should also be listed in the "Reference" column of the WBS aligned with a specific activity.		Process Team		1

		3		1.1.4		Draft process flowchart		As a minimum, draft a high level process flowchart. Flowcharts are very important for depicting complex processes with multiple performers, hand-offs, and parallel steps.  You may use “swim lanes”  or a color coding to distinguish between different operators or owners of process activities.  Seek assistance from XPT in developing appropriate process flowcharts.		Process Team		10

		3		1.1.5		Draft WBS		You must define your process in a hierarchical WBS that is required for input into the AFMC Business Environment (ABE).  Develop the WBS using MS Excel.  The WBS must provide additional detail for the activities shown in the process flowchart. The WBS activities must align with the activities in the process flowchart. Minimum columns are WBS #, Activity, Description, OPR, Time, Supplier, Input, Output, Customer, Tool, and Reference. You may utilize the WBS activities to form basis of a schedule or you may tailor and add columns of supporting information. Use this WBS as example.		Process Team		10

		3		1.1.6		Draft work package level detail		Depending on level of detail required to adequately describe the process, you may draft detailed sub-process flowcharts or detailed procedures and checklists. You may also link this detail to the higher level process flowchart and/or to activities in the WBS (using the desctiption or reference column). You may have existing detail at this level.		Process Team		5

		3		1.1.7		Draft metrics plan		Develop measurement methodology and plan for collecting and tracking measurements. This will include measurements for process results as well as measures for compliance to process activities. nce periodically. Incorporate into self assessment activities.		Process Team		6

		4		1.1.7.1		Draft measures for process results		Develop guidance and directions on how the process results will be measured.  Describe any metrics used to measure this process performance including acceptability of output (eg, first pass yield), process flow time, and resources used (eg, unit cost). Also describe any metrics used in the course of performing this process to manage the process. It is important to establish schedule/timeline threshold and object goals that you will be required to regularly analyze, report, and act upon. 		Process Team		3

		4		1.1.7.2		Draft measures for process evaluation		Develop guidance and directions on how the process will be measured and/or audited, i.e., determination of process compliance and effectiveness.  Describe any metrics used to measure this process performance or variability. Initially, or as a minimum, include the following categories of process metrics: inadequate or incomplete inputs, in-process review reworks, customer rejects, excess wait time (for reviews, sub-process inputs, material, etc.), and other. These categories and the resulting measurements may be used in Pareto analysis in order to identify where most of the problems or issues occur in the process and to capture reasons for failure to meet process standards. If “Other” is dominate category, then redefine categories.
		Process Team		3

		3		1.1.8		Draft training plan		If the process is new or revised, then you must provide a training plan to ensure potential operators are aware of this new process and are adequately trained to perform the process. This may be a simple explanation of how you plan to announce the new process to the workforce. If the process is new or the change is complex, then you may be required to have a more detailed training plan. Additionally, list any training that is available to support execution of the process. Consider training from Defense Acquisition University (DAU), Air Force Institute of Technology (AFIT), AFLCMC Acquisition Center of Excellence (ACE), on-the-job training (OJT), or any other appropriate and relevant sources.		Process Team		5

		3		1.1.9		Coordinate new or revised standard process		Depending on the process and designated oversight, coordinate the new process through appropriate organizations or forums such as multifunctional process teams, Working Groups, Center Senior Functional(s), PEOs, Objective 4 Team;  culminating in the Standards and Process (S&P) Board (if the S&P Board has oversight). 		Process Team		10

		3		1.1.10		Review new or revised process		Perform a final review of the new or revised process, make any final required changes, submit back to process mapping team to complete and/or submit for final documentation in AFLCMC Process Directory. Currently, final process documents are reviewed by the AFLCMC Strategic Objective 4 Team, and approved by the Standards and Processes (S&P) Board.		S&P Board		15

		3		1.1.11		Finalize new process documentation		Once the S&P Board or Center Process Executive renders a decision, the Process Owner will finalize the process for publication adjudicating all comments. Submit approved process to XPT.		Process Owner		10

		3		1.1.12		Initiate process training plan		Initiate the process training plan to communicate the new process and train necessary personnel who will be using or operating the process.		Process Owner		10

		3		1.1.13		Initiate process metrics plan		Start collecting and tracking planned metrics. Analyze and report performance periodically (done by Process Team Lead). Incorporate into self assessment activities.		Process Owner		10

		3		1.1.14		Incorporate process into SAP		Ensure that self assessment program (SAP) considers compliance to processes, especially to those processes that are mandatory		Process Owner		10

		2		1.2		Manage AFLCMC processes		This includes various activities for regular, as-needed, management and sustainment of the AFLCMC Process Directory (APD)		XPT

		3		1.2.1		Submit process change requests or feedback 		Anyone may submit feedback to XPT or to process owners on published processes or identify a need to add a process. Reasons could be to  a) implement a change in statutes, regulations, directives, policy, instructions, etc; b) implement corrections, or c) improve efficiency.  The change may be self-identified, come from user feedback, or may be directed by leadership. The AFLCMC Process Directory (APD) provides a mechanism, "APD Maintenance Request" to provide feedback.		Process user, Workforce		1

		3		1.2.2		Administer APD 		Maintain and administer the AFLCMC Process Directory (APD). Handle change requests or feedback on process via APD or other communication methods. Adds the process to an internal “process in development” tracking log.  This list includes process owner and assigned completion timeline. Upon receipt of the information copy of the e-mail, XPT will log the e-mail and set the status to “Under Review” until final disposition is received from the Process Owner.  Instructions for logging/tracking feedback submissions are contained in the XPT-internal feedback tracking spreadsheet.		XPT

		3		1.2.3		Manage CPI		Provide coaching and facilitation, as needed or as requested, to any Center team conducting a Continuous Process Improvement (CPI) effort or event.  XPT will assign a facilitator to any process standardization team for the duration of a new or revised process mapping or improvement effort. Assist Center leaders in overseeing CPI. Administer S&P Board and Objective 4 Team efforts. Work with Center business analysts and tool experts to ensure process metrics are collected, reported, and acted upon. Serve as Center Business Process Architect and comly with AFMC Business Environment (ABE) requiremens. (May become a separate process)		XPT

		3		1.2.4		Update APD		Depending on S&P Board decisions or direction, XPT will update the AFLCMC Process Directory (APD) with new or revised processes (mandatory standard processes or non-mandatory process guides), with new or revised process owners, with corrections, or with any administrative type of changes.  XPT may retire (delete) a process if process is no longer needed or valid.  XPT will also update the process in the AFMC Business Environment (ABE). 		XPT		5

		3		1.2.5		Review new process or change request (Process Owner or Functional Level)		Analyze feedback. Decide to revise process, draft new process, or simply address concerns of feedback originator with explanation of decision. Validate that process is actually new and/or does not conflict with any current standardized processes. If it is not valid or you do not agree, then return feedback to requester and XPT. Use criteria from Para 9 of this process standard to determine if process is a mandatory standard process that should be overseen by S&P Board. If it is not, then Process Owner may maintain oversight to develop a process guide.		Process Owner		10

		3		1.2.6		Review new process or change request (S&P Board or Center Level)		Analyze feedback. Decide to revise process, draft new process, or simply address concerns of feedback originator with explanation of decision. Validate that process is actually new and/or does not conflict with any current standardized processes. If it is not valid or you do not agree, then return feedback to requester and XPT. Use criteria from Para 9 of this process standard to determine if process is a mandatory standard process that should be overseen by S&P Board. If it is not, then Process Owner may maintain oversight to develop a process guide. If the suggested new or revised process is appropriate but does not comply with current policy, then it is necessary to request a waiver or change in policy to implement the process. If policy needs to be changed then you may link to an external process, conduct policy change.  If policy is outdated and needs to retired then update process documentation as necessary.		S&P Board		10

		3		XXX		Conduct policy change		If the suggested new or revised process is appropriate but does not comply with current policy, then it is necessary to request a waiver or change in policy to implement the process. Analyze feedback. Decide to revise policy, draft new policy, or simply address concerns of feedback originator with explanation of decision. 		HHQ		60









WBS - Process Maturity

		Lvl		WBS		Activity		Description		OPR		Time (Days)		Supplier		Input		Output		Customer		Tool		Reference

						Start		Process published on APD and reported on PMM
[From WBS 1.2.3 & 1.2.4 of Standardize & Manage Processes]

		1		1.0		Manage Process Maturity Model (PMM)		Process outlines the use of the AFLCMC Process Maturity Model (PMM), which is a description of five levels of process maturity, to determine process maturity level. The levels are (1) Ad Hoc, (2) Standardized, Repeatable, (3) Quantitatively Managed, (4) Innovating, and (5) Optimized, Optimizing.  The five levels apply to individual processes and to AFLCMC’s overall process maturity		XPT

		2		1.1		Maintain and report PMM scorecard		Maintain the Process Maturity Model (PMM) and PMM scorecard and provide report to various leadership forums.  		XPT

		3		1.1.1		Maintain PMM and scorecard 		Maintain and update the Process Maturity Model (PMM) and PMM scorecard (most likely in SharePoint) and ensure information is available as needed		XPT

		3		1.1.2		Add new processes to PMM scorecard		When new processes become baseline standardized, XPT will add the process to the scorecard list.		XPT

		3		1.1.3		Update the PMM scorecard		Update the Process Maturity Model (PMM) scorecard with new levels per Standards and Process (S&P) Board direction.		XPT

		3		1.1.4		Consult with team regarding the PMM		Consult with team regarding the Process Maturity Model and the scorecard.  Work with process owner or process teams to review process maturity level, as requested. 		XPT

		3		1.1.5		Administer S&P Board to support PMM changes		Schedule the process owner or process team to brief the Standards and Process (S&P) Board on the rationale for changing the process maturity level		XPT

		2		1.2		Review process metrics and process maturity (S&P)		The Standards and Process (S&P) Board may review process metrics at S&P Board, at AFLCMC Council, at Staff Meetings, or in other forums that review the processes or process metrics. If the Board or a board members believes the process could potentially be rated a different level, then they will submit a request to AFLCMC/XPT to check the maturity level with the process owner. 		S&P Board

		2		1.3		Review process metrics and process maturity (PO)		Process owners or team leads may review process metrics at internal meetings or as part of their own continuous process improvement efforts. They may also be reviewing process metrics to support an S&P Board, AFLCMC Council, Staff Meeting or other forum. If they believe the process should be rated a different level, then they should start the activity to develop rationale for changing the maturity level.		Process Owner, Process Lead

		2		1.4		Develop rationale for maturity level		Utilize the Process Maturity Model (PMM) to determine how the process aligns with the descriptions of the five levels. Summarize the  rationale and evidence to justify a change to the maturity level.

		2		1.5		Review rationale to change maturity level		Utilize the Process Maturity Model (PMM) to determine if the process aligns with the descriptions of the five levels. Review the rationale and evidence to justify a change to the process maturity level. Provide feedback back to process owner or teams as needed.  If justification is adequate, then report to XPT to change the PMM scorecard.  Additionally, as more processes are standardized and the enterprise is showing overall process improvement, the S&P Board should also review the overall process maturity for the Center.  Review the PMM for the "Enterprise Roll up".		S&P Board

						End		Process Maturity Model (PMM) scorecard updated
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PMM
		AFLCMC Process Maturity Model (PMM) – Individual Processes



		Description

		Level 1

		Level 2

		Level 3

		Level 4

		Level 5



		

		Ad hoc 

		Standardized/ Repeatable

		Quantitatively Managed

		Innovating

		Optimized/Optimizing



		

		· No written process; users lean on corporate memory 

· Outcomes are typically inconsistent and unpredictable

· Excessive rework is the norm resulting in lengthy timelines

		· Process is documented, approved, and posted in the APD

· Compliance is assessed

· Initial collection of cycle time and other metrics is underway

· Outcome (cycle time & quality) more predictable, but generally do not meet customer expectations 

		· Process is understood & followed by all users -- compliance is verified

· Metrics collected & assessed by process owner

· Metrics transparent to all (user, owner, workforce, and leadership)





		· Metrics collected for each process cycle

· Process leaned-out

· Data-driven CPI efforts underway 

· Timelines meet customer expectations

· Leadership reviews metrics monthly

		· Process owner/team continually seek to improve process (self-motivated versus directed)

· Superior, proven process results compared to similar DoD Services and/or Agencies 

· Timelines beat customer expectations





		

		Activity-Based

		Outcome-Based



		Timeline (yrs)    0                                  1                                              1-2                                               2-3                                      3-plus










		AFLCMC Process Maturity Model (PMM) – Roll-Up



		Description

		Level 1

		Level 2

		Level 3

		Level 4

		Level 5



		

		Ad hoc

		Standardized/ Repeatable

		Quantitatively Managed

		Innovating

		Optimized/

Optimizing



		

		· Few standard processes 

· Outcomes are typically inconsistent and unpredictable, which impacts Center’s reputation

· Lengthy process timelines 

· No “One Team” geo-agnostic way of doing business

		· Most Center-wide processes are documented, approved, and posted in the APD

· All standard processes assessed for compliance

· Center data collection started 

· Initial collection of cycle time and other metrics on nearly all processes

· Outcomes (cycle time & quality) more predictable, but generally do not meet customer expectations

· Center employs effective S&P Board that collaboratively reviews/approves center-wide processes

		· Center-wide processes are understood and followed by all users -- compliance is verified

· Metrics collected on nearly all standard processes 

· Directors & Division Chiefs promote process culture and communicate the value within their organization

· Center understands how all Center processes interconnect to each other (i.e., process ecosystem)

· Metrics transparent to all (user, owner, workforce, and leadership)



		· Metrics collection is the norm for all standard processes

· Data-driven CPI efforts underway across Center 

· Timelines meet customer expectations for most processes

· PEO and functional staffs collaborate to improve processes to optimize overall center results rather than individual directorate results

· Center understands how Center processes interconnect to other AFMC center and HQ processes

· Directorates mimic  Center’s process method at the 2-ltr level

		· Process improvement enculturated across center 

· Superior, proven mission results compared to similar DoD Services and/or agencies 

· Timelines beat customer expectations

· Center understands how Center processes interconnect to Air Staff processes





		

		Activity-Based

		Outcome-Based
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PMM Grading Template
AFLCMC Process Maturity Model – Individual Process Rating Template

Process Name

		Level

		Description

		Response

		Rationale



		Level 1

Ad hoc

		No written process; users lean on corporate memory 

		

		



		

		Outcomes are typically inconsistent and unpredictable

		

		



		

		Excessive rework is the norm resulting in lengthy timelines

		

		



		Level 2

Standardized

Repeatable

		Process is documented, approved, and posted in the APD

		

		



		

		Compliance is assessed

		

		



		

		Initial collection of cycle time and other metrics is underway

		

		



		

		Outcome (cycle time & quality) more predictable, but generally do not meet customer expectations 

		

		



		Level 3

Quantitatively Managed

		Process is understood & followed by all users -- compliance is verified

		

		



		

		Metrics collected & assessed by process owner

		

		



		

		Metrics transparent to all (user, owner, workforce, and leadership)

		

		



		Level 4

Innovating

		Metrics collected for each process cycle

		

		



		

		Process leaned-out

		

		



		

		Data-driven CPI efforts underway 

		

		



		

		Timelines meet customer expectations

		

		



		

		Leadership reviews metrics monthly

		

		



		Level 5

Optimized Optimizing

		Process owner/team continually seek to improve process (self-motivated versus directed)

		

		



		

		Superior, proven process results compared to similar DoD Services and/or Agencies 

		

		



		

		Timelines beat customer expectations

		

		





Maturity Level: _____



Additional rationale or justification for maturity level:
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Record of Changes.  This page summarizes the changes from each revision to the next.  Process numbering starts with 1.0.  Minor changes are annotated by changing the second digit, i.e., the first minor change after the basic document would be recorded as “1.1”.  Major changes are annotated by changing the first digit, i.e., the first major change after release of the basic document would be numbered as “2.0”.  Example:



		Record of Changes



		Version

		Effective Date

		Summary



		1.0

		11 Dec 2012

		Basic document; Approved by S&P Board on xx Mon Year



		1.1

		1 Jan 2013

		Minor administrative changes throughout document; figure 2 changed to better depict flow



		2.0

		31 Jan 2013

		Incorporates changes as a result of changes to AFI XX-XXX; incorporates results of AFAA audit #XX.XXX.
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Process Name/Title

1.0 Description.  Briefly describe WHAT this document is standardizing. Describe the process giving an overview of WHAT activity is taking place, WHAT is accomplished or WHAT output is produced.  You may introduce who will use the output and when must it be accomplished. You will provide more detail later in the document.

1.1 The first sentence or paragraph of this section should be the executive summary that may be used in other documents or in other taskings that ask, “What is this process?” 

1.2 You may use subparagraphs to list additional detail to describe the process or to logically break down what the process accomplishes

2.0 Purpose   

2.1 Explain WHY you are doing this process and how the process adds value. Describe the attributes of the output that add value for the mission or to a customer. You may provide background information on the reason for the process.  

2.2 Tie to strategic plan and/or organization mission, vision, and objectives.

3.0 Potential Entry/Exit Criteria and Inputs/Exits

3.1 Entry Criteria. List and describe potential conditions that will initiate the process.

3.2 Exit Criteria. List and describe potential conditions that will end the process.

3.3 Inputs. List and describe artifacts that are needed to perform the process and who provides those inputs. 

3.4 Outputs. List and describe artifacts that are produced by the process and who will receive the outputs.

4.0 Process Workflow and Activities. This section provides a visual representation of the process with details of workflow and activities.  It lays out the process from end-to-end and describes interaction between AFLCMC organizations, as well as external organizations integral to the process. Coordinate with AFLCMC/XPT to assist in the development of these products.

4.1 Suppliers, Inputs, Process, Outputs, Customers (SIPOC), Table 1. Develop a high level SIPOC in order to get a macro view of the process, the process environment, and how you may need to bound the process.  The SIPOC may be derived from current process documentation or developed with expert inputs.

Table 1. SIPOC

		Suppliers

		Inputs

		Process

		Outputs

		Customers



		Who provides the input to start and/or perform the process?

		What is needed to start and perform the process?

		Briefly describe the process giving an overview of what is accomplished. You may describe a few high level sub-processes or major activities.

		What is product or service is produced by performing the process?

		Who is the receiver of the product or service delivered by the process?





4.2 Process Flowchart. As a minimum, provide a high level process flowchart. Flowcharts are important for depicting complex processes with multiple performers, hand-offs, and parallel steps.  You may use “swim lanes” to distinguish between different operators or owners of process activities or ensure they are named in the activity descriptions. Below, Table 2, is a list of a few basic flowchart symbols you may use along with and an example flowchart, Figure 1. Ultimately, the end result of your work to define and document your process will be integrated into the AFMC Business Environment (ABE), which uses Business Process Modeling Notation (BPMN) for modeling processes. All process components such as activities, inputs, outputs, decisions/gateways, start/end events, and processes themselves must be defined in a corresponding Work Breakdown Structure (WBS) (see para 4.3 below). 

Table 2. Example Flowchart Symbols

		Process, Sub-process, activity, or task







		Process, Sub-process, Activity, or Task



		 

Or 





		Decision/Approval Point/Gateway



		



		Trigger or Start Event 



		



		Ending Point or End Event



		



		Workflow direction



		Text (next to arrows)

		Input/Outputs







Figure 1. Example of a Process Flowchart

[image: ]

4.3 
Work Breakdown Structure (WBS). Define your process activities in a hierarchical WBS similar to the example template below, Table 3.  The activities (boxes) from your process flowchart must align with the WBS. Use the WBS to provide a detailed description of each activity along with supporting information to include OPR, time, supplier, input, output, customer, tool and reference (to policy, instruction, or guidance).  You may find it helpful to add additional WBS columns that may help with understanding or execution of your process, such as resources or supporting offices. Copy the WBS or excerpt of the WBS into the Standard Process document and provide a link to an external MS Excel file with the full WBS.  In order for processes to be approved and added to ABE the activities must be integrated into the AFMC Activity Hierarchy (a WBS for the entire Command). 

Table 3. WBS Template

[image: ]



4.4 Work Guidance Package. You may provide more detailed information in this section or provide links here or in the previous sections (such as in the “Reference” column of the WBS). As you decompose and define your process using the WBS, you may get to a point where you simply reference or attach existing work tables, figures, procedures, instructions, or checklists.  




5.0 Measurement. 

5.1 Process Results. This section contains guidance and directions on how the process results will be measured.  Describe any metrics used to measure this process performance including acceptability of output (eg, first pass yield), process flow time, and resources used (eg, unit cost). Also describe any metrics used in the course of performing this process to manage the process. It is important to establish schedule and timeline threshold and object goals that you will be required to regularly analyze, report, and act upon.  

5.2 Process Evaluation. This section contains guidance and directions on how the process will be measured and/or audited, i.e., determination of process compliance and effectiveness.  Describe any metrics used to measure this process performance or variability. Initially, or as a minimum, include the following categories of process metrics: inadequate or incomplete inputs, in-process review reworks, customer rejects, excess wait time (for reviews, sub-process inputs, material, etc.), and other. These categories and the resulting measurements may be used in Pareto analysis in order to identify where most of the problems or issues occur in the process and to capture reasons for failure to meet process standards. If “Other” becomes the dominate category, then the categories need to be redefined.

6.0 Roles and Responsibilities. This section should identify and describe the role of any internal or external organizations or key personnel involved in the execution of the process. Ensure that you identify participants who are accountable.

6.1 Process Owner (Office Symbol)

6.1.1 Maintains and coordinates any changes to this process

6.1.2 Leads and/or assigns personnel to work on any process improvement and change events related to this process

6.2 Other users, performers, suppliers, or decision makers of the process 

7.0 Tools. Lists any tools (e.g. SMART, EZ Source, etc.) used to perform the process, support the process, or capture and report data created during the process. These tools should also be listed in the “Tools” column of the WBS associated with the activity that uses the tool.

7.1 List tools identified in the flowchart or WBS that are physically used to perform activities in the process

7.2 You may also list tools that are helpful or supportive to the process

8.0 Training. 

8.1 Training Plan. If the process is new or revised, then you must provide a training plan to ensure potential operators are aware of this new process and are adequately trained to perform the process. This may be a simple explanation of how you plan to announce the new process to the workforce. If the process is new or the change is complex, then you may be required to have a more detailed training plan. The plan will be approve by the S&P Board.

8.2 Available Training. List any training that is available to support execution of the process. Consider training from Defense Acquisition University (DAU), Air Force Institute of Technology (AFIT), AFLCMC Acquisition Center of Excellence (ACE), on-the-job training (OJT), or any other appropriate and relevant sources.

9.0 Definitions, Guiding Principles and/or Ground Rules & Assumptions. This section should capture any important supporting information and assumptions being made while considering consistency with assumptions for related processes. Any process elements used in your flowcharts from Para 5, and not defined in the WBS, should be defined here.

9.1 Definitions (if necessary)

9.2 Acronyms (if necessary)

9.3 Other paragraphs as needed

10.0 References to Law, Policy, Instructions or Guidance.  List applicable reference material that governs, guides or constrains the process or any activity used in the process. These references should also be listed in the “Reference” column of the WBS associated with a particular activity. If applicable, you should site the reference to the page or paragraph number that requires or supports the particular activity.

10.1  List laws, policy, instructions

10.2 You may also list other supporting reference material (handbooks or websites)





Attachment 1. WBS

Insert a full MS Excel version of the WBS here (Icon with embedded file)
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Process Name


1.1. Activity


part 1


1.3. Activity part 3


Workforce


Governing


1.4. Activity part 4 


(Coordinate & Approve)


AFLCMC


Process Owner


1.2. Activity part 2


(Sub-process)


Trigger/Start Event


15 Days 60 Days 30 Days


Output/Input


Input


Output/Input


Output/Input


Output/Input


Output/Input


Output/Input


End Event


Does Board 
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Does HHQ 


approve?


Does Board 
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final 
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Activity 1


1.2.2


Activity 2
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TCTM01	Topic Template	14 January 2015

[bookmark: _GoBack](Bold Font Ariel 14)       Topic Template

(Bold Font Ariel 12) Definition: (Font Ariel 12) Develop a paragraph defining the process in the TOPIC title. The description may include a top tier description of the phases. 

      I.E. This contract award process describes the non-competitive sole source acquisition process from Request for Proposal (RFP) release to contract award for acquisitions ranging in value from $1M to greater than $500M across Air Force Life Cycle Management Center (AFLCMC). This process is organized into six high-level activities or phases as follows:

1. Release of RFP (Letter/Formal) to Receipt of Adequate Proposal

2. Fact-Finding and Evaluation

3. Business Clearance

4. Negotiations 

5. Contract Clearance

6. Contract Award

(Bold Font Ariel 12) Process Artifacts (Mandatory): (Font Ariel 12) Process artifacts are the source documents to justify the process. This example is not hyperlinked to its location; however it should be hyperlinked in the final document:

       I.E. Air Force Life Cycle Management Center (AFLCMC) Standard Process for Contract Award Sole source *  

If the AFLCMC standard process requires a lengthy supplement, write the supplement as a separate document and reference it here.  If only a very brief supplement is required, document the supplemental guidance here and introduce it with the following statement:   

“For the Business and Enterprise Systems (BES) Directorate, this AFLCMC standard process is supplemented as follows:” 

 (Bold Font Ariel 12) Other Artifacts (Optional): (Font Ariel 12) These documents are NON- mandatory support documents. This example is not hyperlinked to its location; however it should be hyperlinked in the final document:

                   I.E. AFLCMC Process Guide, B103, Pre-Award * 

(Bold Font Ariel 12) Tools (Mandatory): (Font Ariel 12) Develop a brief description of mandatory tools with a hyperlink to the toolset if applicable and include a valid POC (workflow email address preferred vs individual) that can assist with gaining access to the tool. When available include source documentation that incorporates mandatory usage.   This example is not hyperlinked to its location; however it should be hyperlinked in the final document

                  I.E. AFLCMC Process Directory. *

       For help with access to this site, contact AFLCMC/CCX 

(Bold Font Ariel 12) Additional Sources of Information (Optional): (Font Ariel 12) when applicable post data sources as necessary.

(Standard line to always be listed)

 Click here to return to the BES Process Directory (BPD) home page

(list below the type of access that is required – two types are shown below)

[bookmark: ContentsBox20]* Access to this site requires a DoD Common Access Card (CAC) and an active AFNet account.

** Access to this site requires a DOD CAC



Nothing can be posted below this line:

List of All Contributions at This Location 




