Maintenance manual CHECKLIST




GUIDELINES FOR THE MAINTENANCE MANUAL CHECKLIST:

This checklist is provided as part of the evaluation process for the Maintenance Manual.  The checklist assists designated reviewers in determining whether specifications meet criteria established in SBA’s System Development Methodology (SDM).  The objective of the evaluation is to determine whether the document complies with SBA development methodology requirements.

Attached to this document is the DOCUMENT REVIEW CHECKLIST.  Its purpose is to assure that documents achieve the highest standards relative to format, consistency, completeness, quality, and presentation.

Submissions must include the following three documents, and must be presented in the following order:  (First) Document Review Checklist, (Second) the Maintenance Manual Checklist, and (Third) the Maintenance Manual.

Document authors are required to complete the two columns indicated as “AUTHOR X-REFERENCE Page #/Section #” and “AUTHOR COMMENTS” before the submission.  Do NOT complete the last two columns marked as “COMPLY” and “REVIEWER COMMENTS” since these are for the designated reviewers.

Document reviewers will consult the SBA SDM and the SDM templates when reviewing the documents and completing the reviewer’s portions of this checklist.
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The Maintenance Manual presents information on the system. It is written for personnel who are responsible for the maintenance of the computer programs and who need to understand the operating environment, security, and control requirements.  It describes the programs in technical detail to assist the maintenance programmer.
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1.0
GENERAL INFORMATION

1.1
System Overview:  Explain in general terms the system and the purpose for which it is intended.






1.2
Project References:  Provide a list of the references that were used in preparation of this document in order of importance to the end user.






1.3
Authorized Use Permission:  Provide a warning regarding unauthorized usage of the system and making unauthorized copies of data, software, reports, and documents, if applicable.






1.4
Points of Contact:







1.4.1  Information:  Provide a list of the points of organizational contact (POCs) that may be needed by the document user for informational and troubleshooting purposes.







1.4.2  Coordination:  Provide a list of organizations that require coordination between the project and its specific support function (e.g., installation coordination, security, etc.).







1.4.3  Help Desk:  Provide help desk information including responsible personnel phone numbers for emergency assistance.






1.5
Organization of the Manual:  Provide a list of the major sections of the Maintenance Manual and a brief description of what is contained in each section.






1.6
Terms and Abbreviations:  Provide a list of the terms and abbreviations used in this document and the meaning of each.






2.0
SYSTEM OVERVIEW

2.1
System Architecture:  Provide a description of the system, subsystem, communications, etc., in terms of their overall relationships.






2.2
Security:  Present a discussion of the security considerations associated with the system.






3.0
ENVIRONMENT

3.1
Equipment Environment:  Describe the equipment configuration.






3.2
Storage Requirements:  Describe the amount and types of storage required to use the system, the broad parameters of the storage locations that are required, and any algorithms used to determine that amount.






3.3
Support Software Environment:  List the support or special purpose software used by the system including DBMS utility software and CM software.






4.0
SYSTEM MAINTENANCE PROCEDURES

4.1
Responsibilities:  Identify the organizations and personnel responsible for system maintenance.






4.2
Conventions: Explain rules and conventions that have been used within the system and database.






4.3
Performance Verification Procedures:  Identify the procedures necessary to verify the performance of the system.






4.4
Error Conditions:  Provide a consolidated list of all error messages produced by the software.






4.5
Maintenance Procedures:


4.5.x  [Maintenance Procedure Name]:  (Each maintenance procedure in this subsection should be under a separate header.  Generate new subsections as necessary for each procedure from 4.5.1-4.5.x.)  Describe the maintenance procedure and appropriate sequencing for setting up, running, and terminating the maintenance task.






5.0
SOFTWARE UNIT MAINTENANCE PROCEDURES

5.1
Consolidate Unit List:  Provide the consolidated software unit list.






5.x
[Software Unit Identifier]:  (Each software unit in this section should be under a separate header.  Generate new sections as necessary for each software unit from 5.2-5.x.)  Identify and describe the system software unit.







5.x.1  Description:  Provide detailed characteristics of the software unit and its relationship to other software units.







5.x.2  Functions:  List and describe the functions being performed by the software unit.







5.x.3  Input:  Identify and describe the input, if applicable, including input data format (data record layout) and source and medium of each type of input.







5.x.4  Processing:







5.x.4.1  Initiation Procedures:  Describe the initiation procedures, such as software calls and parameters, as well as job control statements.







5.x.4.2  Core Processing Procedures:  Describe the core processing procedures of the software unit.







5.x.4.3  Branching Conditions:  Describe major branching conditions provided in the software unit.







5.x.4.4  Restrictions:  Describe restrictions that have been designed into the system with respect to the operation of this software unit.







5.x.4.5  Exit Requirements:  Describe exit requirements concerning termination of the operation of the software unit.







5.x.4.6  Communications:  Describe communications or linkage to the next logical software unit.







5.x.4.7  Output:  Describe output produced by the software unit for use by related software units.







5.x.4.8  Unique Features:  Describe any unique features for executing the software unit code.







5.x.5  Data Structures:  List data structures described in the next section, used within the software unit, if applicable.







5.x.6  Verification Procedures:  Describe the requirements and unique procedures necessary to verify the performance of the software unit.







5.x.7  Listings:  Provide a reference to the location of the software listing.







5.x.8  Interfaces:  Describe the software unit interfaces with other software units.






6.0
DATABASE MAINTENANCE PROCEDURES

6.x
[Database Identifier]:  (Each database in this section should be under a separate header.  Generate new sections as necessary for each database from 6.1-6.x.)  Specify the database name and mnemonic ID reference, listing the software units using the database. 







6.x.1  General Characteristics:  Provide the logical and physical schemas for the database (reference location).







6.x.1.1  Permanency:  Document whether the database contains static data that a software unit can reference, but may not change, or dynamic data that may be changed or updated during system operation.







6.x.1.2  Storage:  Specify the media for the database and the amounts of storage required.







6.x.1.3  Restrictions:  Explain any limitations on the use of the database by the software units in the system.







6.x.2  Organization and Detailed Description:







6.x.2.1  Structures:  Document the physical records.







6.x.2.2  Elements:  Identify each element in the structure, and if necessary, explain its purpose.







6.x.2.3  Expansion:  Document provisions, if any, for adding to the structure.







6.x.2.4  Contingencies:  Document provisions, if any, for extracting subsets of the database to permit operation in degraded modes or at alternate sites.







6.x.2.5  Partitioning:  Document where the database physically resides.
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