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Record of Changes.  

	Record of Changes

	Version
	Effective Date
	Summary

	1.0
	21 Feb 2013
	Basic Document; Approved by Standards & Process (S&P) Board on 21 Feb 2013

	1.1
	10 Apr 2013
	Minor administrative changes and clarifications; added link to Excel WBS

	2.0
	3 Jun 2013
	Expanded standardization process to include process management, Continuous Process Improvement (CPI) and management of AFLCMC Process Directory (APD). Approved by S&P Board on 30 May 2013.

	2.1
	28 Oct 2013
	Added language regarding criteria to determine if processes should be Standard Processes (SP) overseen by the S&P Board. Updated formatting for template and added optional subparagraphs.

	3.0
	23 Dec 2013
	Adds information regarding the AFLMC Process Maturity Model (PMM) and the Process Metrics Dashboard.

	3.1
	8 Oct 2014
	Removed references to ABE as a requirement for standardization. Made Table 2 WBS into searchable words (rather than a picture).

	4.0
	24 Feb 16
	Updated to include new SP template, SP vs IPG definition; PMM level; Change Mgt. Plan, update process flow and corresponding WBS. 

	4.1
	17 Nov 16
	Updated to add an area for cross reference to other SP and IPGs; and updated metric

	5.0
	31 Jan 2019
	Draft update includes Board recommendation for review frequency based upon PMM level, PMM grading matrix updated, CPI activity update, updated attachments, revised process flow due to OZT process improvement, updated and revised Change Management Plan, and abbreviated process for interim changes.

	5.1
	20 Feb 20
	Update includes minor administrative and AFI 38-401 (23 Aug 19) changes. Approved at 20 Feb 2020 S&P Board

	6.0
	18 Mar 21
	Added FIAR and Digital Transformation Steps to WBS.
Added FIAR and Digital Transformation Guidelines and information. Updated Change Management Plan and communications plan. Approved by SP&P Group on 18 Mar 2021.
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1.0 Description.  
1.1 This process provides role responsibilities and describes activities to submit, coordinate, review, approve, publish, format, maintain and manage Standard Processes (SP) and Internal Process Guides (IPG) in a central repository, the AFLCMC Process Directory (APD) (https://usaf.dps.mil/teams/21710/gov/SitePages/APD.aspx).  It provides templates and instructions for change management efforts and designates and follows the approved standard process standard format for SP variation reduction in alignment with Six Sigma Continuous Process Improvement (CPI) principles.   The process outlines abbreviated and Interim Changes to facilitate lessons learned captured within standard processes. Finally, it outlines task frequencies for each of the activities outlined within this document.  The SP and IPG Templates can be found at Attachment 1. 
1.2 The aforementioned APD contains a link to initiate a Change Request (CR) email to AFLCMC/OZT workflow and has links to existing SPs, IPGs, and Air Force Security Assistance and Cooperation (AFSAC) Directorate Process Desk Guides (PDGs). 
1.3 Standard Processes and Products (SP&P) Group chartered process teams, in collaboration with AFLCMC/OZT Certified CPI experts define, document, or update processes and deliver documents. 
1.4 AFLCMC Process Maturity Model (PMM)Template, at Attachment 2, describes the five (5) process maturity levels including entry criteria for each level, description of each level and requirements required to request a PMM level increase.  PMMs are presented and reviewed during SP&P Group reviews and are a combination of the Process Owner (PO) and AFLCMC/OZT recommendations derived from evidence outlined in Attachment 2.  
1.5 Every PO shall ensure Financial Improvement and Audit Remediation (FIAR) is properly addressed in his/her Standard Process during the annual review. In order to meet the intent of Federal Manager’s Integrity Act of 1982 and other FIAR related legislation, review each process and capture the steps within the document which will demonstrate AFLCMC has established internal controls utilizing the appropriate financial systems for the subject process and provide reasonable assurance the following are achieved:
· Effective and efficient operations;
· Compliance with regulations and applicable laws; and 
· Reliable/accurate financial reporting through the applicabale Accounting Property System of Record (APSR).  
1.6 Every SP document shall address Digital Transformation. For existing SPs this can be achieved during the annual/biennial review. The objective of digital transformation is to deliver capabilities at ever increasing speed and efficiency by designing, sustaining, and modernizing them in an integrated digital environment.   
1.6.1 The links below provide the latest information on this effort, including: SAF/AQ guidance; AFMC Digital Campaign Website and Digital Guidebook, which stores the definitions, training, and vision for the effort; and the beta link to Digital University, where employees can register and see the available training offered.  Many of these links offer resources that are being regularly updated as this effort moves forward.
· SAF/AQ – There is No Spoon: The New Digital Acquisition Reality: https://usaf.dps.mil/teams/afmcde/Shared%20Documents/Vision/There%20Is%20No%20Spoon%20(Digital%20Acquisition)%207%20Oct%202020%20-%20digital%20version.pdf 
· AFMC Digital Campaign Website: https://www.afmc.af.mil/Digital/  
· AFMC Digital Guidebook:  https://usaf.dps.mil/teams/afmcde  
· Digital U: https://digitalu.af.mil/ 
· ACE Homepage (includes information on Digital Acquisition and both sole source and competitive Gameboards): https://cs2.eis.af.mil/sites/21596/default.aspx 
1.7 Change Management Plans (CMP) are required for new or updated SP utilizing the template provided within Attachment 5.  The CMP (including the Communication Plan) will be reviewed and approved at the SP&P Group.  
1.8 Interim Changes to Standard Processes are occasionally required out of the standard process review cycle due to regulatory changes, capturing of best practices, lessons learned or process improvement activities etc.  The process for Interim Changes is outlined in Figure 1, Interim Change Process for Standard Processes. 
Figure 1. Process Flowchart – Interim Change Process for Standard Processes
Purpose. 
The purpose of this document is to establish methodology to codify best practices, lessons learned, and process efficiencies derived from CPI efforts across AFLCMC.  This Standard Process also outlines one method to interface between AFLCMC Commander’s CPI management responsibilities as outlined in AFI 1-2 Commander’s Responsibilities, AFI 38-401 Continuous Process Improvement (CPI), and the AFLCMC Directorates. Additionally, this process outlines data collection, metric reporting methodology, frequency, and improvement targets for AFLCMC SP&P Group oversight.
2.2 The purpose of standardizing processes is to support consistent, efficient, and effective work outcomes and to reinforce desired cultural behavior.  A SP provides the initial basis for CPI and application of best practices when appropriately maintained, routinely updated, and integrated with frequent user feedback.

3.0 Entry/Exit Criteria.
3.1 Entry Criteria
3.1.1 A new or undocumented process is submitted to AFLCMC/OZT workflow via APD.
3.1.2 A change to an approved SP or IPG is submitted to AFLCMC/OZT workflow via APD.
3.1.3 An SP&P Group change is tracked by AFLCMC/OZT into the workflow.
3.1.4 An Interim Change to a process is submitted to AFLCMC/OZT workflow via APD.
3.2 Exit Criteria
3.2.1 PMM checklist (attachment 7) actions are complete.
3.2.2 SP&P Group approves new or revised SP and PMM level.
3.2.3 SP posted to APD.
3.2.4 SP&P Group determines no change is required, or process should be an IPG.
3.2.5 Interim Change is posted to APD awaiting regular review cycle.


4.0 Process Workflow and Activities.
Suppliers, Inputs, Process, Outputs, Customers (SIPOC), Table 1.
Table 1. SIPOC
	Suppliers
	Inputs
	Process
	Outputs
	Customers

	Workforce, process users, POs, process improvement teams 
	Proposed process, revision to existing process, PMM level increase, new/revised policy
	Fully define & document processes in a standard format using standard methodology
	SP, IPG or a PMM level increase     

	SP&P Group

	SP&P Group 
	SP, IPG or a PMM level increase     

	Conduct SP&P Group    
	SP&P Group decision rendered, meeting notes published & APD updated, as required 
	Workforce, process users, PO


Process Flowchart.  The process flowchart, Figure 1, Illustrates the Interim Change process for existing Standard Processes between formal reviews.  Process flow in Figure 2, illustrates the process to develop and manage a SP/IPG. 





Figure 2. Process Flowchart – Develop and Manage AFLCMC SP/IPG

Work Breakdown Structure (WBS).  The WBS, Table 2, provides additional detail in support of the Table 1’s activity boxes. The MS Excel version of the WBS is at Attachment 3.
 



Table 2. WBS – Develop and Manage AFLCMC SP/IPGs


5.0 Measurement.
5.1 AFLCMC/OZT collects PMM data from SP&P Group minutes.   Table 3 provides metric detail for this SP. 
5.2 This SP is rated as a PMM Level III.  PMM rating checklist for this document is provided at Attachment 7.   

Table 3.  AFLCMC Process Maturity – SMART Metric with Metric Attributes

6.0 Roles and Responsibilities.
6.1 AFLCMC/OZT will: 
6.1.1 Maintain and coordinate any changes to “Develop and Manage AFLCMC SPs/IPGs”.
6.1.2 Assist PO and process teams to define, document and improve SP. 
6.1.3 Provide CPI project and supporting documentation completion assistance.  
6.1.4 Maintain and manage APD changes, to include posting interim standard process changes to APD.
6.1.5 Ensure metric owner updates and report metrics as required for SP&P Group support. 
6.1.6 Manage the PMM and assist POs with PMM level evaluations.
6.1.7 Ensure continuous training on both APD and CPI throughout AFLCMC.
6.1.8 Perform SP&P Group secretariat role.
6.1.9 Initiate and monitor taskers for SP&P Group related taskings.
6.1.10 Maintain and manage SP&P Group SharePoint site residing within AFLCMC Governance SharePoint site.
6.1.11 Post working/archived Comment Resolution Matrix (CRM) to APD so SP&P Group members will have access to other Directorate comments prior to SP&P Group meeting.
6.2  PO will:
6.2.1 Act as approval authority for IPG(s).
6.2.2 Accept process ownership and oversight to a particular SP or IPG, assign process leads, metric owner and coordinate process documents.
6.2.3 Ensure stakeholders are notified on process creation, modification, or deletion.
6.2.4 Monitor and continuously improve processes by releasing updates to the SP on at least an annual basis, or on biennial basis if SP rated as a PMM level 4 or 5.
6.2.4.1 The PO completes interim reviews and publishes SP as a ".1" revision.
6.2.4.2 All SP&P Group comments are submitted to the PO via CRM.  The PO will manage disposition of all comments and coordinate resolution with the submitting organization.  The PO must resolve any rejected comments with the submitting organization for concurrence.  If the concurrence is not met, then views of others will be presented at the SP&P Group for final decision and approval.  
6.2.4.3 Revised SP, SP Slides, and final CRM will be submitted to SP&P Group Drop Box on SP&P Group SharePoint site at least five (5) business days prior to scheduled SP&P Group.
6.2.4.4 Ensure process metrics are being collected and reported using Specific, Measurable, Action oriented, Realistic, Time Bound (SMART) Metric.  See template at Attachment 4, for SMART metric captured for this SP.
6.2.5 On at least an annual basis, or biennial basis if SP is a PMM level 4 or 5, review all SP/IPGs, process metrics, and PMM level.  
6.2.6 Ensure Change Management Plan (CMP) (attachments 5 & 6) is drafted and executed.
6.3 Process Lead will:
6.3.1 Manage changes to documented processes, incorporate lessons learned and feedback into processes, monitor and continuously improve process performance and effectiveness.
6.3.2 Create/update PMM Level questionnaire as required.
6.3.3 Responsible for development and execution of CMP and CP.
6.4 AFLCMC SP&P Group:
6.4.1 The roles and responsibilities are documented within the AFLCMC Governance Charter located on the Governance SharePoint Site at:  https://usaf.dps.mil/teams/21710/gov/GDOCS/Forms/AllItems.aspx
6.4.2 Membership includes all Center Deputy Directors, Center Test Authority (AFLCMC/AZT) Chief, the Deputy Chief Information Officer, SMEs as necessary, and/or appropriate delegates.

6.4.3 The SP&P Group will review past due SPs at every Group meeting and provide POs suspense date to correct overdue SPs.
6.4.4 Upon request, the SP&P Group will determine if SP should be rescinded, changed to an IPG, or placed in abeyance.
6.4.5 Direct specific CPI activity within Center as needed to achieve process performance targets.

7.0 Tools. 
APD is the repository for all AFLCMC SP and IPG. It is located at the following SharePoint site: https://usaf.dps.mil/teams/21710/gov/SitePages/APD.aspx     
Dashboard is a display of metrics collected in support of all AFLCMC SP, section 5.0.  The dashboard may be utilized by anyone within AFLCMC to analyze process metrics or to report metrics status. The dashboard can be accessed from the APD:  https://usaf.dps.mil/teams/21710/gov/SitePages/APD.aspx

8.0 Delivery Approach. 
8.1 Training:
8.1.1 APD:  
8.1.1.1 AFLCMC/OZT provides an overview of process standardization, the SP templates, Dashboard, and APD demo as requested.
8.1.2 CPI:
8.1.2.1 AFLCMC/OZT CPI Team provides Green Belt and Black Belt training and mentoring, as requested.
8.1.2.2 AFLCMC/OZT CPI Team provides tailored courses or tool specific training to support Lean, Six Sigma, Theory of Constraints, Business Process Engineering, Organizational Design and Development, Change Management, and Strategic Planning, Alignment, & Deployment activities.
8.2 Change Management Plan.  The Change Management Plan is located in Attachment 5 and describes the approach and methods used for implementing and institutionalizing this SP.
9.0 Definitions, Guiding Principles, Ground Rules & Assumptions, and/or Acronyms.
9.1 Definitions:
9.1.1 Activity - Any work performed to convert inputs into outputs.
9.1.2 Continuous Process Improvement (CPI) Initiatives – CPI initiatives are projects to improve products, processes, organizational interfaces and cultural elements using activity specific improvement tools and the scientific method.  These projects are led by either certified Green or Black Belts to support POs in developing or improving processes.
9.1.3 Change Management Plan – The systematic approach and application of knowledge, tools and resources to enhance workforce adoption of changes. Change management defines corporate strategies, structures, procedures and technologies to encourage workforce adoption of external condition and business environment change.
9.1.4 Communication Plan - Outlines the roles and responsibilities of project participants in the review, approval and dissemination of information about key project processes, events, documents and milestones.
9.1.5 Internal Process Guides (IPG) - For AFLCMC, IPGs generally do not cross Directorates or functional areas, are recommended (vs mandatory), may be utilized to provide clarification for laws, regulations, etc., and no measurements are required.  IPGs define the specific instructions necessary to perform a task or part of a Process.  IPG can take the form of a work instruction, a desk top procedure, a quick reference guide, or a more detailed process guide.  IPGs are structured by subject and address only a single task.   It should detail who performs the task or a part of a process, what steps are performed, when the steps are performed, and how it is performed.  
NOTE:  Current IPGs may be in a legacy format. As IPGs are updated or newly developed, users shall utilize the new SP format. 
9.1.6 Metric Owner - Manages all aspects of process measurements including updates to the PMD; appointed by the PO.
9.1.7 Process - A defined sequence of related activities and decisions (or gateways) that together achieve a particular result of value (to customers). 
9.1.8 Process Lead - Forms and leads a multifunctional team to define and document a process utilizing the Standardize and Manage AFLCMC Process; appointed by PO.
9.1.9 PO - A designated directorate that provides oversight to a particular IPG or SP, normally resides within a Center Functional Office.
9.1.10 Process Team - Multifunctional team that assists POs and process leads in defining and documenting a process.
9.1.11 Return on Investment (ROI) - The impact and benefit of what the standard process brings back to the Center. 
9.1.12 Standard Process (SP) - For AFLCMC, SPs generally cross Directorates or functional areas or benefits the Center and are mandatory.  Processes are related repeatable activities that produce a specific service or product (example, Procurement to Payment), continue to seek increase in PMM and are measurable.  SPs indicate where there is a separation of responsibilities and control points (they are not task specific).  They are also very helpful to identify (or expand upon current) Policy and Procedure requirements.  Processes address why it is needed, who is responsible to perform the Process (department, division), what major functions are performed, when the function is triggered.   
NOTE: If policy/procedure, such as an AFI, AFMAN, FAR, DFAR, or DoD directive, provides detailed instruction, then development of a SP/IPG may not be needed, but the decision should be made at the SP&P Group.
9.1.13 SP&P Group - The governance body for AFLCMC CPI initiatives and cross organizational or high interest process capture and metric monitoring.

9.2 Acronyms:  

ACE – Acquisition Center of Excellence
AFI – Air Force Instruction
AFLCMC – Air Force Life Cycle Management Center
AFMC – Air Force Materiel Command
AFMAN – Air Force Manual
AFSAC – Air Force Security Assistance and Cooperation
APD – AFLCMC Process Directory
APSR – Accounting Property System of Record
CMP – Change Management Plan
CPI – Continuous Process Improvement
CR – Change Request
CRM – Comment Resolution Matrix
DFAR – Defense Federal Acquisition Regulation
DoD – Department of Defense
FAR – Federal Acquisition Regulation
FIAR – Financial Improvement and Audit Remediation 
IPG – Internal Process Guide
PDG – Process Desk Guide
PMM – Process Maturity Model
PO – Process Owner
ROI – Return on Investment
SIPOC – Supplier, Input, Process, Output, Customer
SP&P – Standard Processes and Products
SMART – Specific, Measurable, Action Oriented, Realistic, Time Bound
SP – Standard Process
WBS- Work Breakdown Structure

10.0   References to Law, Policy, Instructions or Guidance.
10.1 Related process references include the following:
10.1.1 AFI 1-2 Commander’s Responsibilities, 8 May 2014
10.1.2 AFI 63-101/20-101 Integrated Life Cycle Management, 30 Jun 2020 
10.1.3 AFI 38-401, Continuous Process Improvement (CPI), 23 Aug 19
10.1.4 AFLCMC Governance Charter, Nov 2020

11.0   List of Corresponding SP/IPGs.  The list of SPs and/or IPGs that relate to this process are referenced in our SP/IPG Central Repository, located in our APD per para 1.1. 

12.0   List of Attachments:	
	Attachment 1: Standard Process Template
	


	Attachment 2: AFLCMC Process Maturity Model (PMM) Template
	


	Attachment 3: MS Excel version of WBS
	
[bookmark: _MON_1673617928]  

	Attachment 4:  SMART Metric Template
	


	Attachment 5:  Change Management Plan Template
	


	Attachment 6:  Standard Process for Standard Processes Change Management Plan
	


	Attachment 7: PMM for this document
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WBS Activity Description OPR

1

Develop and Manage 

AFLCMC SP/IPGs

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

identified or established process 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.  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.

OZT

1.1

Submit Process Change 

Request to OZT Workflow

APD home page provides an email link to allow anyone to identify new processes, change to 

an approved SP or IPG, or change APD content/structure to the AFLCMC/OZT workflow.  The 

change may be self-initiated, initiated by users, or initiated by leadership direction.

Process Owners, 

Stakeholders, or End 

Users

1.2 Monitor Workflow

OZT monitors OZT workflow inbox for proposed new processes, updates to existing SP or 

IPG, or recommended structure changes to APD.

OZT

1.3 Complete Analysis

OZT analyzes the request to determine proper POC and appropriate action.  If email request 

is for a proposed new process, OZT contacts originator to initiate Process Entrance 

Questionnaire located on the SP&P Page on the AFLCMC Governance SharePoint Site.  These 

questions are used to determine if document is a SP or IPG.  

OZT, Process Owner

1.4 Notify Process Owner

Based upon responses to proposed new process questions, OZT will forward  

recommendation  to Process Owner for review.  If recommendation is for a proposed new 

SP, PO reviews OZT recommendations and determines whether to pursue SP or develop an 

IPG.  If SP,  Process Owner designates a process lead to develop the SP.  If IPG, development 

activities are managed within  process owners purview; however, final documents are 

hosted on the APD for ease of workforce access (3.0).

Process Owner 

2

Create/Update Standard 

Process or APD Changes

Process Owner develops  a new standard process or conducts annual review of existing 

standard process with OZT support if requested/assigned by SP&P Group Chair.

Process Owner / OZT

2.1

Create/Update applicable 

Process Document (M), 

PMM level template (M), 

Change Management & 

Communicaiton Plan (M),  

Enhanced WBS (M)< and 

other Process Owner 

attachments (D)

Process Owner with OZT support as requested or assigned, creates/updates mandatory (M) 

and discretionary (D) documents for review by SP&P Group.

Process Owner, Process 

Lead, OZT



2.2

Ensure FIAR and Digital 

Tranformation is addressed 

in the SP

Process owner determines if FIAR is applicable to the SP, and ensure FIAR and Digital 

transformation is addressed in the SP 

Process Lead, Process 

Owner

3

Prepares for SP&P Group 

Meeting

OZT adds SP to meeting agenda and notifies SP&P members that artifacts, processes, and/or 

briefing slides are available on the SP&P SharePoint page.  SP&P members have 7 workdays 

to review updated artifacts and 20 workdays to review new Standard Process artifacts prior 

to SP&P Group Meeting.  (Note:  It is Process owner's responsibility to determine approval 

authority for release of documentation to OZT for SP&P inclusion).

OZT, Process Lead, 

Process Owner

3.1 Provide Artifacts for Review

Finalize artifacts for SP&P Group review to include embedded attachments within Standard 

Process.

Process Lead, Process 

Owner

3.2

Task out Review to SP&P 

Group

Use standard SP&P Tasking Management System to task SP&P Group Members for Standard 

Process Reviews.

OZT

3.3

Receive and Adjudicate 

Comments

Process Owner manages CRM adjudication process end-to-end.

Process Lead, Process 

Owner

3.4 Build SP&P Briefing charts Process Owners develop briefing using template provided by OZT. 

Process Lead, Process 

Owner
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4

Conduct SP&P Group 

Meeting

SP&P Group members and Chair reviews PMM levels, SPs, CPI activities, and/or process 

Metrics to render decisions.  

SP&P Group, OZT, 

Process Owner, Metric 

Owner, Process Leads

4.1

Finalize SP&P Group Slide 

Deck

Compile Process Owner Briefings, Finalize Agenda, Update Action Items, and Prepare 

Process Owners as needed.

OZT, Process Owner, 

Process Lead

4.2 Conduct SP&P Group

Process Owners present their specific process information to SP&P Group, SP&P provides 

feedback and / or recommends CPI activity and or directs support from CPI team.

SP&P Group, OZT, 

Process Owner, Metric 

Owner, Process Leads

5 Post SP&P Group  actions Publish Meeting minutes. OZT

5.1 Submit Final SP

Process Lead / Process Owner implements SP&P Group comments, direction, and / or 

feedback, and forwards final document to OZT workflow.

Process Owner, Process 

Lead

5.2

Record progress against 

Change Mgt. Plan

Execute/Continue execution of Change Management Plan to communicate existence of new 

or revised process changes.

Process Owner, Process 

Lead

5.3

Initiate Metric Data 

Collection or Development

Collect data and track planned metrics.  Analyze and report performance as directed by 

SP&P.  

Process Owner, Process 

Lead, Metric Lead

5.4 Manage CPI

Correct recurring data gaps using certified CPI or analysis experts, review action plans, 

review / authorize appropriate management controls. Discuss CPI problems, and report 

progress to gap closure as required by SP&P Group.

Process Owner, Process 

Lead, SP&P Group, OZT



5.5 Publish/Update APD

Update APD monthly or as required to ensure latest documents are posted and available for 

PEO/Directorate personnel.  Document changes in release notes.

OZT

5.6

Publish Meeting Minutes to 

SP&P Group SharePoint Site

Create meeting minutes for SP&P meeting, Load to SP&P Group Site, Send SP&P Group email 

notification that meeting minutes are published.

OZT
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Characteris
Relevance N/A
Relevance Standardize and Manage Process
ANNETT, DANIEL W NH-04 USAF AFMC AFLCMC/OZT
specific ANNETT, DANIEL W NH-04 USAF AFMC AFLCMC/OZT
Relevance No Completion Date (Perpetual)
Specific AFLCMC/XP-0Z

The purpose of standardizing processes is fo support consistent and effective work outcomes, to

induce better predictability in value delivery, to provide for efficient work execution, and to reinforce
Relevance desired cultural behaviors. A standard process provides the initial basis for continuous process
improvement and application of best practices when appropriately maintained and routinely updated
and integrated with frequent user feedback

'AFLCMC Process Maturity Growth

specific Assesses the level of growth in PMM across the center and to continue to drive CPI to achieve efficiencies.
Measurable APD
specific Overall assessment s the vs the total number of processes
developed.
specific Metric is synchronized with Process Standardization and Standard Process Target Performance metric
Time Based Annually
Actionable AFLCMC SP&P Group Chair
Actionable sp&p
Time Based Annually
Actionable GREEN (30% of S&P Processes with increased Maturity level)
30% of S&P Processes Promoted to next PMM level
Actionable 15%-30% of S&P Processes Promoted to next PMM level
< 15% of S&P Processes Promoted to next PMM level
Actionable 8D

Time Based DEC 2016
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Air Force Life Cycle Management Center

Standard Process 

To (or For)

Name/Title

Note to delete: If possible, the Name/Title should start with a verb to generally describe what overall action must occur during the process (e.g. Conduct Intelligence Supportability Analysis).  All section headings in the following document will be used to ensure standard formatting, but if a particular section is not applicable a N/A by the title is appropriate (e.g. 7.0 Tools N/A)







Process Owner:  AFLCMC/XX

Date: xx Xxx 20xx

Version: 1.0



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.



		3.0

		24 Feb 2016

		Updated to include Change Mgt Plan template and other adjustments with format.
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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 Entry/Exit Criteria 

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.

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. Table 2, is a list of a few basic flowchart symbols you may use along with an example flowchart, Figure 1. 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). Using MS Excel, define your process activities in a hierarchical WBS similar to the template, 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 OPR and if you would like to you may add time duration.  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 the full MS Excel file. Ensure WBS includes steps to address Financial Improvement and Audit Remediation (FIAR) and Digital Transformation is included in WBS.      

Table 3. WBS Template

		  WBS

		Activity

		Description

		OPR

		Time



		#

		Short Name

		Fully describe the activity

		Who or what organization performs the activity or is responsible

		Expected or goal timeline (optional to identify)



		1.0

		Process Name 

		

		

		



		1.1

		Activity 1

		

		

		



		1.2

		Activity 2

		

		

		







4.4 Work guidance package, additional work tables, figures, or checklists. 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 via a SMART Metric.  Describe any metrics used to measure this process performance including acceptability of utilizing the Metric Attribute Template. 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.  See Attachment 2.

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 Delivery Approach. 

8.1 Training Method. If the process is new or revised, then you must identify a training method 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. 

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.

8.3 Change Management Plan.  Use the template at Attachment 3 to document the plan for implementing and institutionalizing your standard process.  Describe or reference the attachment here.

9.0 Definitions, Guiding Principles, Ground Rules, Assumptions and/or Acronyms. This section should capture any important supporting information and assumptions being made while considering consistency with assumptions for related processes.   Also, define key words and terminology.

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 attached full 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)

11.0 List of Corresponding SP/IPGs.  List applicable SP and/or IPGs that relate to the process or constrains the process.



		Attachment 1.  WBS

		





		Attachment 2:  SMART Metric

		





		Attachment 3:  Change Management Plan Template
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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 


Agree?


Does HHQ 


approve?


Does Board 


approve of 


final 


product?


1.2.1 


Activity 1


1.2.2


Activity 2
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SMART Metric Template FINALv4.0.pptx

Best Practice:
S-M-A-R-T Metrics


			Letter			Metric Characteristic			Description


			S			Specific			Clear and focused to avoid misinterpretation. Should include measure assumptions and definitions and be easily interpreted.


			M			Measurable			Can be quantified and compared to other data.  Data must be readily available.  It should allow for meaningful statistical analysis.  


			A			Actionable			Achievable, reasonable, and credible under conditions expected.  Within the authority to change or influence.  


			R			Relevant			Fits into the organization's mission, constraints, and is cost-effective


			T			Time-bound			Doable within the time frame given





1








AFLCMC Std Metrics Observations


2


			Letter			Metric Characteristic			OZA Observations


			S			Specific			Many have clearly defined calculations and process performance standards
Metrics need descriptive names and the axes need to be labeled
Many need a clear indicator of current performance relative to expectations (target or RYG thresholds)


			M			Measurable			Most metrics have valid data sources identified and in use
Two metrics are in the concept stage


			A			Actionable			The dashboard charts are frequently raw data trends (more useful for additional analysis) and not the actual metric chart
Targets are not clearly shown on charts (AFMC requires stoplights with trend arrows)
Many need to document baseline performance and date


			R			Relevant			Some metrics have questionable relevance (so what factor)


			T			Time-bound			Many metrics show current performance with no reference to time; no indication of trend and/or performance against target











Attribute Descriptions for 
Metric Attributes Template


			APD Ref No			AFLCMC Process Directory (APD) reference number comprised of one alpha character and two numeric characters X## (examples:  A01, B01, P01, etc.).  Number is assigned and managed by AFLCMC/XPT.  
Reference Number Key: 
A = Acquisition Process Category  
B = Business Process Category
P = Product Support Process Category
R = Resource & Personnel Mgmt Process Category
S = Support Process Category
T = Technical Process Category


			Process Name			APD process name or formal name of process the metric measures.


			Process Lead			Name and office symbol of individual responsible for standardizing the APD process or the name and office symbol of the process owner.


			Metric POC			Name and office symbol of the individual responsible for developing and documenting the process metric.  


			Date Completed			The date the Standard Metrics Template was completed.


			Metric Name / Description			The complete name of the metric along with a detailed description of the metric to include performance management intent, the general purpose of the process measured, and the expected results.  Acronyms should be spelled out with the acronym in in parenthesis.  


			Calculation			The actual metric calculation in formula form including the standard unit of measure (i.e., Hours, Days, Dollars, defects etc.).   


			Business Rules			All aspects of business rules used in measuring the process including a description of the metric data population and any data that is filtered out of the calculation.


			Data Source			The authoritative electronic data source using the official system name (i.e. D200, A030D etc.) and the official title of data source (i.e. Aircraft Maintenance Production/Compression Report (AMREP)).  If data is not stored in an official system, the office that is responsible for maintaining the data.


			Process Owner			The office symbol of the organization responsible for the standardization of the process.  


			Decision Maker			The lowest level office symbol with the authority to direct changes to the process across all process stakeholders and to adjudicate the preponderance of issues arising from differing positions of process stakeholders.    


			Review Forum / Governance Body			The forum(s) in which the metric (chart) is presented/briefed.


			Target			Minimum level of expected performance expressed in the standard unit of measure (i.e., Hours, Days, Dollars, defects etc.).  This should match the unit of measure used in the calculation field.  


			Thresholds (R/Y/G)			Numerical value for color coded indicator representing the variation between actual performance and expected target.  Example: 
Green:    ≥ 92% of the 13 weapon systems meeting Revised Planned Flow Days             
Yellow:   ≥ 75% of the 13 weapon systems meeting Revised Planned Flow Days             
Red:       < 75% of the 13 weapon systems meeting Revised Planned Flow Days             
Unit of measure (i.e., Hours, Days, Dollars, defects etc.) should match that of the calculation and target fields.   


			Baseline Performance			The actual performance used to establish the initial performance level or used in the calculation of the target.  Example: if the target is set as a 10% improvement in performance, the baseline is the performance level used to calculate the 10% improvement.  If a different approach is used, it is the earliest performance used as a frame of reference.   


			Enterprise Impact / Process Purpose			The reason that the process is important to the AFLCMC enterprise.  The positive consequences achieved or the negative consequences avoided from performing the process at target levels.   


			LCMC Obj			The applicable AFMC or AFLCMC strategic goal(s) objective(s) the measured process is directly tied to achieving or supporting.  If there is no direct relationship, list ‘N/A.’  


			Baseline Date			The date of the baseline performance.  


			Review Frequency			Frequency at which the metric is reviewed in forum(s)/briefings(s) (ex. Weekly, Monthly, Quarterly).  


			Update Frequency			Frequency at which the metric is generated.  





3








INSERT APD REF NO & PROCESS NAME


4


						Metric Attribute			Description


			Administrative Info			APD Ref No			


						Process Name			


						Process Lead			


						Metric POC			


						Date Completed			


			S			Metric Name / Description			


						Calculation			


						Business Rules			


			M			Data Source			


			A			Process Owner			


						Decision Maker			


						Review Forum / Governance Body			


						Target			


						Thresholds (R/Y/G)			Green:
Yellow:
Red:


						Baseline Performance			


			R			Enterprise Impact / Process Purpose			


						LCMC Obj			


			T			Baseline Date			


						Review Frequency			


						Update Frequency			














Best Practice:








image5.emf

Change Mgt Plan  Template FINALv4.0.doc




Change Mgt Plan Template FINALv4.0.doc




Change Management Plan Template


Use this template to document the plan for implementing and institutionalizing a change (for example: business operations or existing/new standard processes).  AFLCMC/XPT is available to clarify as needed.


1) Overview


a) Define the change:  Summarize the change (may reference other document where change is codified); Define the boundaries of the change.  What will be included and excluded? 


b) Purpose and Objective of change:  Explain why this change is necessary?  What objectives are going to be achieved by implementation of the change?


c) Measures for success:  What criteria will be used to define a successful change?


d) Barriers to implementation:  List any barriers to implementing the change and strategies for overcoming them.


2) Change Management Approach


a) Communication plan:  Should include approach, methods and timeline planned to communicate change to all stakeholders.  See attachment for the Communication Plan Template.  AFLCMC/XPT is available to clarify as needed.  


b) Training plan:  Should include approach, methods and timeline planned to train all those affected by the change. No specific format for the training plan is prescribed, however, depending on size and scope of the change, a formal training plan may be required.


c) Resistance management plan:  Should include approach, methods and timeline planned to address barriers to the change.  No specific format for the resistance management plan is prescribed, however, depending on size and scope of the change, a formal resistance management plan may be required.  AFLCMC/XPT is available to clarify as needed.  


d) Stakeholder(s) Identification:  Describe the major stakeholder(s) and define their role and responsibility applicable to this change.   Stakeholder identification is included in the Communication Plan Template (see attachment).


3) Plan for Post-Change Assessment


a) Assessment of the change in relation to the change objective and Process Maturity Model (PMM) level criteria:  How will assessment be conducted via feedback, value and success factors,etc? 


b) Control mechanisms and corrective actions:  How will assessment (feedback, results, and metrics) be incorporated to support PMM level increase (see S01 Standarize and Manage Process for description of PMM levels) and make adjustments to address unexpected results (i.e., gap analysis, root cause analysis, 8 step problem solving).  


Attachments: 
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Stkholder Group Defined



				STAKEHOLDER GROUP				DEFINITION				MAIN CONTACT NAME				Phone				Email				Stakeholder Issues / Concerns				Other Notes



				HQ AFMC & Center Executive Leaders



GERRITSEN, TRAVIS B CIV USAF AFMC AFLCMC/XPT: The information on this row is provided as an example.				HQ AFMC leaders, AFMC Center Senior leaders, PEOs, etc.				Dr. Todd Fore



				Stakeholder Group 2



				Stakeholder Group 3



				Stakeholder Group 4



				Stakeholder Group 5



				Stakeholder Group 6



				Stakeholder Group 7



				Stakeholder Group 8



				Stakeholder Group 9



				Stakeholder Group 10



				Stakeholder Group 11



				Stakeholder Group 12



				Stakeholder Group 13



				Stakeholder Group 14



				Stakeholder Group 15



				Stakeholder Group 16



				Stakeholder Group 17



				Stakeholder Group 18



				Stakeholder Group 19



				Stakeholder Group 20



				Stakeholder Group 21



				Stakeholder Group 22



				Stakeholder Group 23



				Stakeholder Group 24



				Stakeholder Group 25



				Stakeholder Group 26



				Stakeholder Group 27



				Stakeholder Group 28



				Stakeholder Group 29



				Stakeholder Group 30











Key Milestones



				Date				Event



GERRITSEN, TRAVIS B CIV USAF AFMC AFLCMC/XPT: Significant events (conferences, meetings with stakeholders, etc.) for which a message should be prepared.  Purpose is to tie messages to specific events and/or milestones.				Definition				POC				Email				Phone



				7/1/15				AFMC Sr. Leader Strat Plan mtg				Sr. Leader Strat planning mtg				AFMC/CCX Chief Alexander











Key Messages



				Key Message				Description				Target Audience



Liechty, Melinda: Liechty, Melinda:
See Stakeholder Group list				Delivery Method



Liechty, Melinda: Liechty, Melinda:
See Communication Vehicles				Event Date/ Release Date				Messenger				Developer				Prepared by Date				Deliver Date				Reviewer



				Civilian Hiring Process - end to end assessment and improvement



GERRITSEN, TRAVIS B CIV USAF AFMC AFLCMC/XPT: The information on this row is provided as an example.								



Liechty, Melinda: Liechty, Melinda:
See Stakeholder Group list				



Liechty, Melinda: Liechty, Melinda:
See Communication Vehicles				SS Overview to ACC Directorate Division reps. Briefed by AMIC DRX Division Chief				HQ AFMC & Center Executive Leaders				Speeches, presentations/briefings				7/1/15				Dr. Todd Fore												7/1/15



				Key Message 2



				Key Message 3



				Key Message 4



				Key Message 5



				Key Message 6



				Key Message 7



				Key Message 8



				Key Message 9



				Key Message 10



				Key Message 11



				Key Message 12



				Key Message 13



				Key Message 14



				Key Message 15



				Key Message 16



				Key Message 17



				Key Message 18



				Key Message 19



				Key Message 20



				Key Message 21



				Key Message 22



				Key Message 23



				Key Message 24



				Key Message 25



				Key Message 26



				Key Message 27



				Key Message 28



				Key Message 29



				Key Message 30































































































































































































































































































Communication Vehicle Guide



								Current 
Communication Media				Frequency				Tone and Level of Detail				Content/Purpose				Target audience



GERRITSEN, TRAVIS B CIV USAF AFMC AFLCMC/XPT: Identify the segment of the population targeted by the communication (specific organization, specific groups of people/stakeholders, individuals, etc.)
				Advantages				Disadvantages				Comments								Zuständigkeiten



								One-way-media: Print



								Electronic Message System				As needed				Detailed information to 				Overall update on progress				Targeted audience - depends on message.				High frequency				Difficulty to get the right tone.  Unclear if message absorbed by intended audience.												Konzernbereich Unternehmenskommunikation



								Posters				As needed				Serious to funny				Attain attention, create awareness				Place in selected work areas to attract attention of target audience.				Possibilities to create project-team series				Requires maintenance				Visual Information



								Personal letters/Mailings				As needed				More formal				Open				Open				Standardized letter for selected audiences, mainly read				Time-intensive; costly. 				Mass mailings to selected audiences								Vorstand



								Base Newspapers				Scheduled				Formal				News, dates, meetings				Open				High credibility, absolute top-down communication, leadership action				Readership of newspapers hits small percentage of workforce.				To place very important news, mainly read; announce and explain project-team results leading to strategic decisions



								Memorandums				As needed				Formal				Announcements, comments				Open				Message seen as "official". 				Impersonal, not widely read.



								Questionnaires				As needed				Formal to less formal				Assess culture, opinion, feedback, change ability				Open				Allows for collection of measurable feedback.				Low return rate; has to be adapted to local culture. 				Possibility to give more info on project in cover letter.  May require approval to implement. Requires significant planning to ensure survey is designed appropriately.



								One-way-media: Electronic



								Newsletters				2-12 times per year				News / explanation of major events				Announcement				Targeted workforce - depends on newsletter				Available for all employees; read at all levels				Unclear if message absorbed by intended audience.												Abt. Für Öffentlichkeitsarbeit



								Director/Commander Email message				As needed				Formal				Announcement of intent, status, expectations, etc.				Entire workforce				Message is sent unobstructed to all affected.				Unclear if message absorbed by intended audience.



								JIT Training				As needed				Explanatory				Create awareness, educate				Targeted segment(s) of workforce; Managers/others as necessary				Provide uniform instruction and direction. Can use pictures, video and text to convey message. 				Difficulty to get the right tone.  Unclear if message absorbed by intended audience.



								Podcast				As needed				Serious to funny				Create awareness, educate				Targeted segment(s) of workforce; Managers/others as necessary				Provide uniform instruction and direction. Can use pictures, video and text to convey message. 				Unclear if message absorbed by intended audience.



								One-way-media: Person-to-person



								Speeches, presentations/briefings				As needed				Serious to funny				Can address large segments of workforce.  Can invite targeted segments of audience or specific stakeholder groups.				Targeted segment(s) of workforce; Managers/others as necessary				Speaker able to set correct tone with audience.  Follow-up Q & A session possible.				Unclear if message absorbed by intended audience.				Customizable. Tailor presentation to the specific audience.  Can implement via video teleconference and record for future viewing.								Individuell



								Two-way-media: Print



								Staff Packages				As needed				Formal				Gain approval/coordination of specific tasks/actions				Senior Staff/Leaders				Follows protocol for decisions and coordination				Can take excessive time for all leadership involved to fully coordinate. Can lose meaning as message gets further away from content owner.				SSS and e-SSS are standard means of gaining coordination of and approval of high level documents/communications



								Two-way-media: Electronic



								Video Teleconferencing (VTC)/DCO				As needed				Serious to funny				Open				Stakeholders and organizations located at multiple locations. 				Visually supported communication. May reach larger audiences at multiple locations.				Technical difficulties / network bandwidth constraints. Familiarity of system(s) by personnel.				Requires well structured agenda and moderation to be efficient. Important to practice prior to actual event.



								Teleconference				Ongoing				Formal				Fast exchange of info.  
Team meetings. Action Item reviews. Other information sharing opportunities to broad spectrum of employees				Open				Available for all stakeholders; ability for all to participate. Can convey message quickly.  				Difficult to engage all participants. Many participants distracted by other work at desk/computer. Audience size / makeup may discourage participation. 



								SharePoint				Daily				Formal				Share wide variety of message content (documents, FAQ, training information, etc.) with multiple stakeholders. 				AF internal employees (can be customized to specific segments of AF population). 				Accessible medium, customizable to audience. Visually supported communication. 				Technical difficulties / network bandwidth constraints. Familiarity of system(s) by personnel.  Unclear if message absorbed by intended audience.				Widely used medium.  Important to manage data and maintain currency of information. 



								Two-way-media: Person-to-person



								Seminars, Trainings				As needed				Serious to funny				Can address affected segments of workforce.  Can invite targeted segments of audience or specific stakeholder groups.				Targeted segment(s) of workforce; Managers/others as necessary				Speaker able to set correct tone with audience.  Follow-up Q & A session possible.				Can be costly. Requires significant pre-planning and facility coordination.				Some training is poorly received; value and benefit in eyes of receiver (perception based); planning and execution together with tranining team.								Zentraler Servicebereich Personal



								Focus Groups/IPTs/RIE				As needed				Formal				Smaller groups of people / stakeholders. 				Specific stakeholders for intended message (i.e., subject matter experts)				Allows for detailed discussion				May require multiple sessions to address all stakeholder groups.				Topics to be determined by teams; not necessarily included in communications planning.



								Division/Branch Staff Meeting				As needed				Serious to funny				Supervisor shares information for all team members 				All Division/Branch employees				Employees receive message directly from 1st line supervisor. Message is more personal than other group settings.  				Reliant on enthusiasm, or lack thereof, of 1st line supervisor.  Can lose meaning as message gets further away from content owner. Unclear if message absorbed by intended audience.				Announce news of special interest to organization; discuss and answer questions of employees.  Good way to ensure the message gets to lowest levels. 



								1st Level Supervisor Discussion with individual employees				As needed				Formal				Supervisor shares information with each team member individually. 				Individual employees / affected stakeholders				Employees receive message directly from 1st line supervisor. Most personal method to receive message. Supervisor can solicit feedback from employee without exposing employee's concerns to others.				Reliant on enthusiasm, or lack thereof, of 1st line supervisor.  Can lose meaning as message gets further away from content owner. 				Announce news of special interest to organization; discuss and answer questions of employees.  Good way to ensure the message gets to lowest levels. 
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PMM Template SP.pdf


AFLCMC Process Maturity Model – Individual Process Rating Template 
Standard Process for Standard Processes Process 


Level Description Example Rationale 


Level 1 
Ad hoc 


No written process; users lean on 
corporate memory  √ 


Written Standard Process 


Outcomes are typically 
inconsistent and unpredictable √ 


Standardized Process Development Template 
used by S&P Process Owners 


Excessive rework is the norm 
resulting in lengthy timelines √ 


Rework Declining due to standard formats and 
standard expectations 


Level 2 
Standardized 
Repeatable 


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


Process is in APD 


Compliance is assessed 
 √ 


S&P ensures standard formats are followed 


Initial collection of cycle time and 
other metrics is underway √ 


Metric set is baselined 


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


√ 
PMM levels established to a predictable process, 
however, world class process management and 
knowledge is still out of reach 


Level 3 
Quantitatively 


Managed 


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


 Compliance verified during recurring reviews, 
metric reviews and PMM adjustment 
conversations. 


Metrics collected & assessed by 
process owner √ 


Metric Data assessed and discussed internally to 
OZT in attempts to drive CPI organizational 
culture across AFLCMC 


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


Metrics Posted to APD 


Level 4 
Innovating 


Metrics collected for each process 
cycle 


Metrics collected for 30 data periods, trends, 
analysis, predictive analytics applied 


Process leaned-out (First Pass on 
Process) 


Enterprise lean six sigma value stream mapping 
and waste reduction project completed. 


Data-driven CPI efforts underway Metric data allows targeting of specific 
problems or areas in the value stream 


Timelines meet customer 
expectations 


Voice of customer is captured, reported and this 
process meets w/ 99.9% confidence


Leadership reviews metrics 
monthly 


Metrics reviewed with the process owners at the 
second staff meeting of the month 


Level 5 
Optimized 
Optimizing 


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


Compared cost, schedule, and quality metrics 
across multiple competitors, exceed them all 


Timelines beat customer 
expectations 


Routinely exceed customer delivery dates, 
quality  requirements, & significantly lower cost


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


Numerous section level improvement projects 
underway, led by section certified GB personnel 


Process – Multiple CPI passes 
complete  


Entire enterprise value stream has CPI project 
passes done at the 3rd, 4th, and 5th WBS level. 


Maturity Level: ____ 


√ 


√ 


√ 


√ 


Leave blank 
if not done Use red "Not Complete" if not done


√ 







 AFLCMC Process Maturity Model – Individual Process Rating Template 
Standard Process for Standard Processes Process 


Additional rationale or justification for maturity level:  
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WBS.xlsx
In Document WBS

		WBS		Activity		Description		OPR		Time (Days)

		1		Develop and Manage AFLCMC SP/IPGs		This process is performed by process owners and their teams when new processes are identified or established process 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.  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.		OZT

		1.1		Submit Process Change Request to OZT Workflow		APD home page provides an email link to allow anyone to identify new processes, change to an approved SP or IPG, or change APD content/structure to the AFLCMC/OZT workflow.  The change may be self-initiated, initiated by users, or initiated by leadership direction.		Process Owners, Stakeholders, or End Users		1

		1.2		Monitor Workflow		OZT monitors OZT workflow inbox for proposed new processes, updates to existing SP or IPG, or recommended structure changes to APD.		OZT		1

		1.3		Complete Analysis		OZT analyzes the request to determine proper POC and appropriate action.  If email request is for a proposed new process, OZT contacts originator to initiate Process Entrance Questionnaire located on the SP&P Page on the AFLCMC Governance SharePoint Site.  These questions are used to determine if document is a SP or IPG.  		OZT, Process Owner		1

		1.4		Notify Process Owner		Based upon responses to proposed new process questions, OZT will forward  recommendation  to Process Owner for review.  If recommendation is for a proposed new SP, PO reviews OZT recommendations and determines whether to pursue SP or develop an IPG.  If SP,  Process Owner designates a process lead to develop the SP.  If IPG, development activities are managed within  process owners purview; however, final documents are hosted on the APD for ease of workforce access (3.0).		Process Owner 		5

		2		Create/Update Standard Process or APD Changes		Process Owner develops  a new standard process or conducts annual review of existing standard process with OZT support if requested/assigned by SP&P Group Chair.		Process Owner / OZT

		2.1		Create/Update applicable Process Document (M), PMM level template (M), Change Management & Communicaiton Plan (M),  Enhanced WBS (M)< and other Process Owner attachments (D)		Process Owner with OZT support as requested or assigned, creates/updates mandatory (M) and discretionary (D) documents for review by SP&P Group.		Process Owner, Process Lead, OZT
 		5

		2.2		Ensure FIAR and Digital Tranformation is addressed in the SP		Process owner determines if FIAR is applicable to the SP, and ensure FIAR and Digital transformation is addressed in the SP 		Process Lead, Process Owner

		3		Prepares for SP&P Group Meeting		OZT adds SP to meeting agenda and notifies SP&P members that artifacts, processes, and/or briefing slides are available on the SP&P SharePoint page.  SP&P members have 7 workdays to review updated artifacts and 20 workdays to review new Standard Process artifacts prior to SP&P Group Meeting.  (Note:  It is Process owner's responsibility to determine approval authority for release of documentation to OZT for SP&P inclusion).		OZT, Process Lead, Process Owner		7 or 24

		3.1		Provide Artifacts for Review		Finalize artifacts for SP&P Group review to include embedded attachments within Standard Process.		Process Lead, Process Owner

		3.2		Task out Review to SP&P Group		Use standard SP&P Tasking Management System to task SP&P Group Members for Standard Process Reviews.		OZT

		3.3		Receive and Adjudicate Comments		Process Owner manages CRM adjudication process end-to-end.		Process Lead, Process Owner

		3.4		Build SP&P Briefing charts		Process Owners develop briefing using template provided by OZT. 		Process Lead, Process Owner

		4		Conduct SP&P Group Meeting		SP&P Group members and Chair reviews PMM levels, SPs, CPI activities, and/or process Metrics to render decisions.  		SP&P Group, OZT, Process Owner, Metric Owner, Process Leads		1								 

		4.1		Finalize SP&P Group Slide Deck		Compile Process Owner Briefings, Finalize Agenda, Update Action Items, and Prepare Process Owners as needed.		OZT, Process Owner, Process Lead

		4.2		Conduct SP&P Group		Process Owners present their specific process information to SP&P Group, SP&P provides feedback and / or recommends CPI activity and or directs support from CPI team.		SP&P Group, OZT, Process Owner, Metric Owner, Process Leads

		5		Post SP&P Group  actions		Publish Meeting minutes.		OZT		5

		5.1		Submit Final SP		Process Lead / Process Owner implements SP&P Group comments, direction, and / or feedback, and forwards final document to OZT workflow.		Process Owner, Process Lead		15

		5.2		Record progress against Change Mgt. Plan		Execute/Continue execution of Change Management Plan to communicate existence of new or revised process changes.		Process Owner, Process Lead		 

		5.3		Initiate Metric Data Collection or Development		Collect data and track planned metrics.  Analyze and report performance as directed by SP&P.  		Process Owner, Process Lead, Metric Lead		 

		5.4		Manage CPI		Correct recurring data gaps using certified CPI or analysis experts, review action plans, review / authorize appropriate management controls. Discuss CPI problems, and report progress to gap closure as required by SP&P Group.		Process Owner, Process Lead, SP&P Group, OZT


		5.5		Publish/Update APD		Update APD monthly or as required to ensure latest documents are posted and available for PEO/Directorate personnel.  Document changes in release notes.		OZT		1

		5.6		Publish Meeting Minutes to SP&P Group SharePoint Site		Create meeting minutes for SP&P meeting, Load to SP&P Group Site, Send SP&P Group email notification that meeting minutes are published.		OZT		2





Enhanced WBS, Tools, & SIPOCs

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

		1		1		Develop and Manage AFLCMC SP/IPGs		This process is performed by process owners and their teams when new processes are identified or established process 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.  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.		Process Owners or AFLCMC Stakeholder / end user, OZT
		Trigger		Process Owner or AFLCMC Stakeholder / end user, OZT
		Notification of new, or an update to, a Standard Process, Internal Process Guide, or an APD modification request
		Information regarding the formatting, process, topic, SP/IPG determination and a rough outline of sections 1 and 2 on the final product, or notification to the SharePoint Site Lead.
		Process Owner, AFLCMC Stakeholder or End User.
		S&P Charter		Outlook (Email), SharePoint

		2		1.1		Submit Process Change Request email		APD home page provides an email link to allow anyone to identify new processes, change to an approved SP or IPG, or change APD content/structure to the AFLCMC/OZT workflow.  The change may be self-initiated, initiated by users, or initiated by leadership direction.		Process Owner or AFLCMC Stakeholder / end user		1		Process Owner or AFLCMC Stakeholder / end user		General Process Information and contact info.		Processed information and acknowledgement

		Process Owner, AFLCMC Stakeholder or End User.
		N/A		Home - AFLCMC Process Directory

		3		1.1.1		Access APD email link		Access email Link in text "Click Here to propose a new process for standardization, recommend a change to an SP or IPG, or a change to the APD structure/content. 		Process Owners or AFLCMC Stakeholder / end user		0		Process Owners or AFLCMC Stakeholder / end user		General Process Information and contact info.		Processed information and acknowledgement

		Process Owner, AFLCMC Stakeholder or End User.
		N/A		Home - AFLCMC Process Directory

		3		1.1.2		Provide Email information		Provide brief description of potential new process, change to SP or IPG, recommended change to APD content or structure.  Provide contact information (DSN and Commercial numbers).		Process Owners or AFLCMC Stakeholder / end user		0		Process Owners or AFLCMC Stakeholder / end user		General Process Information and contact info.		Processed information and acknowledgement

		Process Owner, AFLCMC Stakeholder or End User.		N/A		Email 

		4		1.1.2.1		Email Details - New Process		If new process: provide sufficient process information so OZT Action officer (AO) has sufficient information to validate it is not already codified on APD, provide contact information (DSN and Commercial) for AO contact		Process Owners or AFLCMC Stakeholder / end user		0		Process Owners or AFLCMC Stakeholder / end user		General Process Information and contact info.		Processed information and acknowledgement

		Process Owner, AFLCMC Stakeholder or End User.		N/A		Email 

		4		1.1.2.2		Email Details - Change to SP / IPG		If Change to a SP or IPG:  provide recommended changes and include page, paragraph, and  line.    Provide a brief rationale for change (i.e. link broken, new AFI guidance etc.)  Ensure your contact information is included in email (DSN and Commercial)		Process Owners or AFLCMC Stakeholder / end user				Process Owners or AFLCMC Stakeholder / end user		General Process Information and contact info.		Processed information and acknowledgement

		Process Owner, AFLCMC Stakeholder or End User.		N/A		Email 

		4		1.1.2.3		Email Details - Change to APD or S&P SharePoint		If Change to APD or S&P SharePoint:  Provide information on requested change to content/structure to include links or screen shots of area of concern, provide contact information (DSN and Commercial)		Process Owners or AFLCMC Stakeholder / end user				Process Owners or AFLCMC Stakeholder / end user		General Process Information and contact info.		Processed information and acknowledgement

		Process Owner, AFLCMC Stakeholder or End User.		N/A		Email 

		2		1.2		Monitor Workflow		OZT monitors OZT workflow for proposed new processes, updates to existing SP or IPG, or recommended structure changes to APD.		OZT		2		OZT		Email		Direction and Schedule		Process Owner, Metric Owner		N/A		Email 

		3		1.2.1		Monitor Workflow		OZT SP&P primary or alternate monitor OZT workflow mailbox for SP&P Group related correspondence		OZT SP&P primary or alternate				OZT SP&P primary or alternate		Email		Email notification		OZT		N/A		Email 

		3		1.2.2		Determine information sufficiency		Determine if contact information is sufficent for AO to call back provider, or reply to email asking for information.		OZT SP&P primary or alternate				OZT SP&P primary or alternate		Email		Reviewed Email		OZT 		N/A		Email 

		3		1.2.3		Forward information to AO		Determine most appropriate AO and forward to same.  Select AO based upon workload  (SP&P primary / alternate, or CPI BB/GBs) 		OZT SP&P primary or alternate				OZT SP&P primary or alternate		Email		Reviewed Email		OZT		N/A		Email 

		2		1.3		Complete Analysis		If email request is for a proposed new process, OZT contacts originator to initiate Process Entrance Questions located on the S&P Governance SharePoint Site.  These questions are used to determine if document is a SP or IPG.  		OZT, Process Owner		1		OZT, Process Owner		Data Exchange		Requirements Understanding		OZT		N/A		Email,  Telephone

		3		1.3.1		Determine type of Contact		Review contact to determine if a complete rewrite is necessary, a document exists, or if a change to the APD is needed		OZT				OZT		Data Exchange		Requirements Understanding		OZT		N/A		Email,  Telephone

		3		1.3.2		Review background information		Open appropriate information on APD or at S&P home page to determine what is needed to help the Process owner / Stakeholder / End User.		OZT				OZT		Process Directory		Understanding of currently developed processes		OZT, Process Owner
		N/A		Email,  Telephone

		4		1.3.2.1		Review APD		On APD,  review existing proceses to see if SP is already created, or  review proposed process changes in Standard Process  or Internal Process Guide		OZT				OZT		Process Directory		Understanding of currently developed processes		OZT, Process Owner
		N/A		Email,  Telephone

		4		1.3.2.2		Review S&P Sharepoint		On S&P SharePoint site copy link to questionairre if a new process 		OZT				OZT		Information (link to questionairre)		Link		Process Owner		N/A		Email,  Telephone

		2		1.4		Notify Process Owner		Based upon responses to proposed new process questions, OZT will forward  recommendation  to Process Owner for review.  If recommendation is for a proposed new SP, PO reviews OZT recommendations and determines whether to pursue SP or develop an IPG.  If SP,  Process Owner designates a process lead to develop the SP.  If IPG, development activities are managed within  process owners purview; however, final documents are hosted on the APD for ease of workforce access (3.0)		OZT, Process Owner 		5		OZT, Process Owner, S&P Chair		OZT recommendation or direction		Information to Process Owner		Process Owner		N/A		Email,  Telephone

		3		1.4.1		Determine appropriate Process or Metric Owner for existing process		For existing processes reference APD  process  list for appropriate process / metric owner.		OZT				OZT		Process Owner Information		Decision on Process Owner		SP&P Group		N/A		Email, Telephone

		3		1.4.2		Determine appropriate Process Owner		For New Processes determine appropriate process owner		OZT				OZT		Process Owner Information		Decision on Process Owner		SP&P Group		N/A		Meeting, Email, Telephone

		4		1.4.2.1		Determine New Process Owner		If originator is also to be the process owner,  contact them via telephone and determine if CPI support is needed, ensure new process owner knows how to access templates and instructions, and notify them of S&P notification requirement at next available SP&P Group meeting		OZT				OZT		Process Owner Information		Requirements Understanding		SP&P Group		N/A		Email,  Telephone

		4		1.4.2.2		Determine New Process Owner		If originator does not indicate their ownership, prepare a slide for SP&P Group Meeting discussion and insert into Slide deck		OZT				OZT		Process Owner Information		Slide		SP&P Group		N/A		Microsoft Office

		4		1.4.2.3		Determine New Process Owner		If multiple entities have already indicated a resistance to ownership, schedule meeting with S&P Chair for determination		OZT				OZT, S&P Chair		Process Owner Information		Ownership Decision		SP&P Group		N/A		Meeting, Email, Telephone

		3		1.4.3		Determine feasibility of APD chages		If feasible to change APD then forward notification to SharePoint admin for determination		OZT				OZT		Process Owner Information		APD Change		SP&P Group		N/A		Standard Processes (SPs Mandatory Use)

		3		1.4.4		Feedback to Initiator & process owner		Provide status update email to original submitter if not process owner providing a status update on their submission and email notification to process owner		OZT				OZT		Process Owner Information		Decision on Process Owner		SP&P Group		N/A		Meeting, Email, Telephone

		1		2		Create/Update Standard Process or APD Changes		Process Owner develops  a new standard process or conducts annual review of existing standard process with OZT support if requested/assigned by SP&P Group Chair		Process Owner / OZT				Process Owner / OZT		Status & Decisions		Notification 		Originator		N/A		Email, Telephone

		2		2.1		Create/Update applicable Process Document (M), PMM level template (M), Change Management & Communication Plan (M),  Enhanced WBS (M)< and other Process Owner attachments (D)		Process Owner with OZT support as requested or assigned, creates/updates mandatory (M) and discretionary (D) documents for review by SP&P Group.		Process Owner, Process Lead, OZT
 		5		Process Owner, Process Lead, OZT
 		Preocess Information		Draft Standard process		SP&P Group		Standard Process Template		Standard Process Templates 

		3		2.1.1		New Process Development		If requested by S&P Chair develop team charter for Process Owner Development		Process Owner, Process Lead, Process Team, OZA, OZT AO		90		Process Owner, Process Lead, Process Team, OZA, OZT AO		Team Composition Information, General Process Information, Boundaries, Goals, Targets		Charter		S&P Chair		N/A		OZT CPI Charter Template 

		4		2.1.1.1		Team Development		Meet with Process Owner/Process Lead to discuss team formation elements, Geo-Agnostic, Cross Functional, Inclusive - Develop SIPOC & Charter with high level process map.		Process Owner, Process Lead, OZT AO				Process Owner, Process Lead, OZT AO		Team Inputs		Charter & SIPOC, Process Map		SP&P Group		Standrd Process Template
		Microsoft Office

		4		2.1.1.2		Team Development		Build team list ensuring team is composed of the best (if known)  from each SIPOC determined organization		Process Owner, Process Lead				Process Owner, Process Lead		Team composition information
		Validated Team for effort		SP&P Group		Geo Agnostic approach to AFLCMC		Email, Telephone, Soccer

		4		2.1.1.3		Team Development		Schedule time during SP&P Group for charter review, or meet with S&P Chair for initial charter champion review (all S&P processes are championed by SP&P Group Chair)		Process Owner, Process Lead, OZT AO				OZT		Meeting Request		Valide Meeting date		SP&P Group		N/A		Email, Calendar Invite

		4		2.1.1.4		Team Development		S&P Chair approves new process development & charter giving authority for Process Owner or Lead to assemble resources for process development activities		Process Owner, Process Lead, OZT AO, S&P Chair				Process Owner, Process Lead, OZT AO, S&P Chair		Draft Charter		Final Charter 		SP&P Group		N/A		Microsoft Office

		4		2.1.1.5		Develop Standard Process / Internal Process Guide Document		Notify team of tasking, manage team through development of process to gain consensus on document prior to S&P briefing		Process Owner, Cross Functional Team, OZT AO				Process Owner, Cross Functional Team, OZT AO		Final Charter		Formed Team		SP&P Group		N/A		Email

		5		2.1.1.5.1		Document Formatting		Ensure Document meets formatting outline for Standard Processes		Process Owner, Cross Functional Team, OZT AO				Process Owner, Cross Functional Team, OZT AO		Draft Document		Formatted Draft Document		SP&P Group / End User
		Standard Process Template
		Microsoft Office

		4		2.1.1.6		Review Standard Process / Internal Process Guide Document		Review document with reliance on OZT for format, OZA for SMART metric template assitance, and Team for content		Process Owner, Cross Functional Team, OZT AO, OZA				Process Owner, Cross Functional Team, OZT AO, OZA		Formatted Draft Document		Team Adjudicated Document		SP&P Group / End User
		Standard Process Template
		Microsoft Office

		4		2.1.1.7		Share Document		Identify contentous issues and work with those parties prior to submission to SP&P Group		Process Owner, Cross Functional Team, OZT AO				Process Owner, Cross Functional Team, OZT AO		Team Adjudicated Document		Draft Standard process		SP&P Group / End User
		Standard Process Template
		Email, Microsoft Office

		4		2.1.1.8		Submit Package		Drop package into S&P SharePoint Drop Box, or staff IPG through functional internal approval process as appropriate.		Process Owner, Cross Functional Team, OZT AO				Process Owner, Cross Functional Team, OZT AO		Draft Standard Process		Draft Standard Process		SP&P Group / End User
		N/A		Email		Potential  CPI Target


		3		2.1.2		Existing Process Update		Process Owner conducts updates to Process Document with external input as necessary, PMM Level Template, Change Management & Communication Plan, Enhanced WBS and any Process Owner Attachments		Process Owner		30		Process Owner		Existing Standard Process		Draft Standard process		SP&P Group / End User
		Standard Process Template
		Microsoft Office, Email, Telephone

		4		2.1.2.1		Review existing document		Review Standard Process document for updates to include SIPOC, WBS, Flow Chart, any digital links, and references; review for content issues not caught during prior development; review metric in section 5 to determine if time to evolve from nominal data to higher data forms (interval or ratio), review for Continuous Process Improvement Opportunities by looking at number of handoffs, bottlenecks, WIP management, System and subsystem cycle time, Queueing theory etc.		Process Owner				Process Owner		Existing Standard Process		Draft Standard process		SP&P Group / End User
		Standard Process Template, AFI 38-401		Microsoft Office, Email, Telephone		 

		4		2.1.2.2		Review Attachments		Review and update mandatory attachments: Update Change Management and Communications plan to remove outdated change management topics and incorporate change management topics due to update; review PMM Level Template to determine current status of process health; Review Enhanced WBS to ensure any links are valid and information is correct, review Process Owner attachments, 		Process Owner				Process Owner		Existing Standard Process		Draft Standard process		SP&P Group / End User
		Standard Process Template, 		Microsoft Office, Email, Telephone

		4		2.1.2.3		Share Document		Identify contentous issues and attempt to work with those parties prior to submission to S&P Dropbox		Process Owner				Process Owner		Draft Standard Process 		1st Adjudication 
Draft Standard process		SP&P Group / End User
		N/A		Microsoft Office, Email, Telephone

		4		2.1.2.4		Submit Package		Drop package into S&P SharePoint Drop Box		Process Owner				Process Owner		1st Adjudication 
Draft Standard process		"1st Adjudication 
Draft Standard process"		SP&P Group / End User
		N/A		Microsoft Office

		3		2.1.3		APD SharePoint Updates		SharePoint administrator reviews requirement, discusses with OZT S&P manager, incorporates changes if possible  		OZT		15		OZT		APD Change Request		Reviewed Email		End User		N/A		Email, Telephone, SharePoint

		4		2.1.3.1		APD SharePoint Requirement Review		Review requirement for feasiblity		OZT				OZT		APD Change Request		Reviewed Email		End User		N/A		Email, SharePoint

		4		2.1.3.2		APD SharePoint Discussion		Discuss requirement with Site Manager to determine if change is acceptable		OZT				OZT		Reviewed Email		Change Discussion		End User		N/A		Email, Telephone, SharePoint				 

		4		2.1.3.3		APD SharePoint Modification		Make Changes to SharePoint / APD as determined		OZT				OZT		Reviewed Email		SharePoint / APD or No change		End User		N/A		SharePoint

		4		2.1.3.4		Notification to Originator		Send Email feedback notification to originator 		OZT				OZT		SharePoint / APD or No change		Notification 		End User		N/A		Email				 

		1		3		Prepares for SP&P Group		OZT adds SP to meeting agenda and notifies S&P members artifacts, processes, or briefing slides are on the S&P SharePoint for review.  S&P members have 7 workdays to review updated artifacts and 24 workdays to review new Standard Process artifacts prior to S&P.  (Note:  It is Process owners responsibility to determine approval authority for release of documentation to OZT for S&P inclusion)		OZT, Process Lead, Process Owner		51		OZT, Process Lead, Process Owner		Draft Documents		SP&P Group Meeting		Process Owner, Metric Owner, SP&P Group, End User		S&P Charter		Microsoft Outlook, Calendar, Email

		2		3.1		Provide Artifacts for Review		Finalize artifacts for SP&P Group review to include embedded attachments within Standard Process		Process Lead, Process Owner				Process Lead, Process Owner		Draft Documents		Review Package		SP&P Group		N/A		Microsoft Office

		3		3.1.1		Review received Package		Review Document for completion to include internal document attachments, work gaps with process owner						Process Lead, Process Owner		Draft Documents		Review Package		SP&P Group		N/A		Microsoft Office, Telephone

		2		3.2		Soccer out Review to SP&P Group		Use standard S&P Soccer task notification to SP&P Group Members and copy OZT Black Belt representative		OZT				OZT		Review Package		Soccer Task Instructions		SP&P Group		N/A		Soccer System

		3		3.2.1		Prepare Soccer Tasker		Send Soccer tasker to S&P members with document and CRM with 30 day suspense to reply directly to process owner		OZT, SP&P Group Members, Process Owner		30		OZT, SP&P Group Members, Process Owner		Soccer Task Instructions		Formatted Soccer Task		Process Owner		N/A		Soccer System

		3		3.2.2		Monitor Soccer System		Monitor Soccer for closures		OZT				OZT		Formatted Soccer Task		Soccer Notifications		OZT		N/A		Soccer System

		2		3.3		Receive and Adjudicate Comments		Process Owner receives comments, adjudicate as necessary, retain CRM for archival and SP&P Group		Process Lead, Process Owner, SP&P Group members, OZT CPI Black Belts		14		Process Lead, Process Owner, SP&P Group members, OZT CPI Black Belts		Formatted Soccer Task		CRM Comments		Process Owner		CRM & Soccer Instructions		Email, Soccer System

		3		3.3.1		Receive Comments		SP&P Group members follow Soccer Instructions and send responses to Process Owner via email		SP&P Group Members		 		SP&P Group Members		Formatted Soccer Task		CRM Comments		Process Owner		CRM & Soccer Instructions		Email, Soccer System

		3		3.3.2		Adjudicate Comments		Process Owner adjudicates comments from S&P review and OZT Black Belts		Process Owner		14		Process Owner		CRM Comments		Adjudicated Comments in Draft Document		SP&P Group		N/A		Email, Telephone

		3		3.3.3		Communicate Adjudication		Adjudication of comments are communicated back to the commentor and SP&P Group member.

		2		3.4		S&P Briefing Development		Develop briefing or use Standard Document to discuss process changes, include Non-Concurred Critical or Substantive issues that are not resolved prior to submission date for documents		Process Lead, Process Owner, Metric Owner				Process Lead, Process Owner, Metric Owner		Adjudicated Comments in Draft Document		Briefing Package		SP&P Group		N/A		Microsoft Office

		3		3.4.1		S&P Briefing  		Prepare either the Standard Process Document with markup changes in red or Powerpoint slide that discusses changes, number of comments received by group (admin, subtantive, or critical), with discussion points on non-approved substantive or critical comments		Process Lead, Process Owner				Process Lead, Process Owner		Adjudicated Comments in Draft Document		Briefing Package		SP&P Group		N/A		Microsoft Office

		3		3.4.2		S&P Briefing		Prepare metic information is required for S&P discussion		Process Lead, Process Owner, Metric Owner				Process Lead, Process Owner, Metric Owner		Metric Data		Metric Brief		SP&P Group		N/A		APD DashGroup

		3		3.4.3		CRM feedback		Provide feedback to CRM commentors 		Process Lead, Process Owner				Process Lead, Process Owner		CRM Comments		Feedback		CRM Commenter 		N/A		Email / Telephone

		3		3.4.4		Package submittal to S&P Dropbox		Drop package into S&P SharePoint Drop Box		Process lead, Process Owner				Process lead, Process Owner		Briefing Package		Briefing Package		SP&P Group		N/A		SharePoint

		3		3.4.5		Resend standard process to SP&P Group members		Email marked up copy of Standard Process to S&P members for their knowledge of all changes prior to S&P		OZT		7		OZT		Briefing Package		Briefing Package		SP&P Group		N/A		Email

		1		4		Conduct SP&P Group		S&P members and Chair reviews PMMs, SPs, CPI activities, and/or process Metrics, render decisions as needed, or charter and review performance of CPI teams improve processes.  Reviews process improvement alignment to Center Strategy.		SP&P Group, OZT, Process Owner, Metric Owner, Process Leads		1		SP&P Group, OZT, Process Owner, Metric Owner, Process Leads		Briefing Package		S&P Approval / Work Required Decision
		End User		N/A		Microsoft Office

		2		4.1		Finalize SP&P Group Slide Deck		Compile Process Owner Briefings, Finalize Agenda, Update Action Items, and Prepare Process Owners as needed.		OZT, Process Owner, Process Lead				OZT, Process Owner, Process Lead		Briefing Package		Briefing Packages		SP&P Group		S&P Governance Charter		Microsoft Office

		3		4.1.1		Consolidate briefings		Consolidate and Compile briefings with attachments and documents 		OZT				OZT		Briefing Package		Briefing Packages		SP&P Group		S&P Governance Charter		Microsoft Office

		3		4.1.2		Update Action items		Update APD monthly or as required to ensure latest documents are posted and available for PEO/Directorate personnel.  Document changes in release notes.		OZT				OZT		Approved Package		Posted Info		End User		N/A		Microsoft Office, Acrobat, SharePoint

		3		4.1.3		Response to process owners/Metric Owners		Respond to queries from Briefers, Process Owners, Metric Owners as required		OZT				OZT		Inquiries		Answered Questions, Direction
		Process Owner, Metric Owner
		N/A		Email, Telephone

		3		4.1.4		Finalize Agenda		Prepare agenda		OZT				OZT		Briefing Packages, meeting minutes, last briefing
		Agenda		SP&P Group		N/A		Microsoft Office

		3		4.1.5		Reserve Location		Reserve meeting location for SP&P Group, monitor to ensure location available for meeting		OZT				OZT		S&P Date		Reserve 		SP&P Group		N/A		Telephone, Email, Calendar

		3		4.1.6		Brief S&P Chair		Prepare S&P Chair with read aheads of upcomming SP&P Group Meeting, advise on potential conflicts, provide guidance as necessary		OZT				OZT		S&P Package		Brief if Required		S&P Chair		N/A		Microsoft Office

		3		4.1.7		Link to SP&P Group Briefing		Push Link to SP&P Group documents to SP&P Group prior to S&P Briefing		OZT				OZT		S&P Package		Link to S&P Package		SP&P Group		N/A		Microsoft Office

		2		4.2		Conduct SP&P Group		Process Owners present their specific process information to SP&P Group, S&P provides feedback and / or recommends CPI activity and or directs support from resident black belts		SP&P Group, OZT, Process Owner, Metric Owner, Process Leads				SP&P Group, OZT, Process Owner, Metric Owner, Process Leads		S&P Package		S&P Briefing		SP&P Group		S&P Governance Charter		Microsoft Office

		3		4.2.1		Setup Room		Prepare S&P Meeting room for attendees using Commander's Staff meeting seating arrangement for Directorates, with Briefers to the right side of table if possible		OZT				OZT		Slide Support & Seating Chart		Meeting Room Prepped		SP&P Group		N/A		N/A

		3		4.2.2		Agenda Review		Review Agenda and Processes 		SP&P Group, OZT 				SP&P Group, OZT 		S&P Package		SP&P Group Meeting		SP&P Group		S&P Governance Charter		Microsoft Office

		3		4.2.3		PMM Overview		Review current PMM and overall Process Status 		SP&P Group, Process Owner, OZT				SP&P Group, Process Owner, OZT		S&P Package		SP&P Group Meeting		SP&P Group		S&P Governance Charter		Microsoft Office

		3		4.2.4		CPI Review		Review CPI activities, tools, topics, guidance, opportunties, data calls etc. as required to support Commanders' CPI program		SP&P Group, OZT				SP&P Group, OZT		S&P Package		SP&P Group Meeting		SP&P Group		S&P Governance Charter		Microsoft Office

		3		4.2.5		Process Review		Review Process and resolve final conflicts, discuss substantive and critical comments that were non-concurred, Discuss concerns and S&P vote on Process Acceptance		Process Owner, SP&P Group				Process Owner, SP&P Group		S&P Package		SP&P Group Meeting		SP&P Group		S&P Governance Charter		Microsoft Office

		3		4.2.6		Metrics Review		Review Metrics that are routinely Green, Not Devloped, or 		Metric Owner, SP&P Group				Metric Owner, SP&P Group		S&P Package		SP&P Group Meeting		SP&P Group		S&P Governance Charter		Microsoft Office

		3		4.2.7		Action Item Review		Review Action Items, gather new actions as meeting progresses, provide verbal list of actions captured at close of meeting.		OZT, SP&P Group  				OZT, SP&P Group  		S&P Package		SP&P Group Meeting		SP&P Group		S&P Governance Charter		Microsoft Office

		1		5		Post SP&P Group  actions		Post SP&P Group Administrative Actions		OZT		5		OZT		S&P Actions		Completed Actions		End User		N/A		Microsoft Office, Telephone, Email

		2		5.1		Submit Final SP or IPG & CRM		Process Lead / Process Owner implements SP&P Group comments, direction, feedback, as required until S&P document is ready for submittal to APD, and drops final SP or IPG document to OZT workflow for inclusion to APD		Process Owner, Process Lead		15		Process Owner, Process Lead		S&P Actions		Completed Actions		End User		N/A		Microsoft Office, Telephone, Email

		3		5.1.1		Submit Final CRM 		Consolidate final CRM, finalize any outstanding actions as directed by Group, and drop CRM into S&P Drop Box		Process Owner, Process Lead				Process Owner, Process Lead		CRM Comments and S&P Actions		Final APD Documents		End User		N/A		Microsoft Office, Telephone, Email

		3		5.1.2		Submit Final Document		Incorporate SP&P Group comments into primary document, attachment, metric presentation, as appropriate and drop into S&P Drop Box		Process Owner, Process Lead				Process Owner, Process Lead		CRM Comments and S&P Actions		Final APD Documents		End User		N/A		Microsoft Office, Telephone, Email

		2		5.2		Record progress against Change Mgt. Plan		Execute/Continue execution of Change Management Plan to communicate existence of new or revised process changes.		Process Owner, Process Lead		 		Process Owner, Process Lead		Change Management Plan Activities		Change Engagements and messaging		End User		N/A		Communication Plan

		3		5.2.1		Follow Change Management Plan Execution		Perform Comm / Change Mgt. Actions		Process Owner, Process Lead				Process Owner, Process Lead		Change Management Plan Activities		Change Engagements and messaging		End User		N/A		Communication Plan

		3		5.2.2		Follow Change Management Plan Execution		Evaluate success as described in Change Management Plan		Process Owner, Process Lead				Process Owner, Process Lead		Change Management Plan Activities		Change Engagements and messaging		End User		N/A		Communication Plan

		2		5.3		Initiate Metric Data Collection or Development		Collect data and track planned metrics.  Analyze and report performance as directed by S&P.  		Process Owner, Process Lead, Metric Lead		 		Process Owner, Process Lead, Metric Lead		Metric Data		Analysis, Reporting & CPI		End User		N/A		APD DashGroup

		3		5.3.1		Gather Data		Collect Data in accordance with section 5 of SP for SP/IPGs		Process Owner, Process Lead, Metric Lead				Process Owner, Process Lead, Metric Lead		Metric Data		Analysis, Reporting & CPI		End User		N/A		APD DashGroup

		3		5.3.2		Analyze Data		Analyze Data internally or use OZA/OZT for support		Process Owner, Process Lead, Metric Lead, OZT, OZA				Process Owner, Process Lead, Metric Lead, OZT, OZA		Metric Data		Analysis, Reporting & CPI		End User		N/A		APD DashGroup

		3		5.3.3		Identify Performance Gaps		ID performance gaps to include process stagnation (always green, peformance randomly hit or miss), failure to meet expected targets, or to meet new managerial Direction		Process Owner, Process Lead, Metric Lead, OZT, OZA				Process Owner, Process Lead, Metric Lead, OZT, OZA		Metric Data		Analysis, Reporting & CPI		End User		AFI 38-401		APD DashGroup

		3		5.3.4		Assign Problem Solving Expertise		Consider use of Directorate CPI staff with Center level CPI staff support to close performance gaps using the AF Practical Problem Solving Method (Air Force adaptation of the scientific method applied to problem solving).		Process Owner, Process Lead, Metric Lead				Process Owner, Process Lead, Metric Lead		Metric Data		Analysis, Reporting & CPI		End User		AFI 38-401		APD DashGroup

		2		5.4		Manage CPI		Correct recurring data gaps using certified CPI or analysis experts, review action plans, review / authorize appropriate management controls. Discuss CPI problems, and report progress to gap closure as required by SP&P Group.		Process Owner, Process Lead, SP&P Group, OZT
				Process Owner, Process Lead, SP&P Group, OZT
		Metric Data		Analysis, Reporting & CPI		End User		AFI 38-401		N/A

		3		5.4.1		Conduct Projects		Consider use of local CPI staff to solve problems, correct performance gaps, in a lead or support role.		Process Owner				Process Owner		Metric Data		Analysis, Reporting & CPI		End User		AFI 38-401		N/A

		3		5.4.2		Develop CPI Practitioners		Consider use of and provide support to local CPI development within Directorate staff, to develop next generation problem solvers for the AF		Process Owner				Process Owner		Metric Data		Analysis, Reporting & CPI		End User		AFI 38-401		N/A

		3		5.4.3		Share Results		Consider using appropriate mediums to share results across appropriate AF stakeholder communities		Process Owner				Process Owner		Metric Data		Analysis, Reporting & CPI		End User		AFI 38-401		N/A

		2		5.5		Publish/Update APD		Update APD monthly or as required to ensure latest documents are posted and available for PEO/Directorate personnel.  Document changes in release notes.		OZT		1		OZT		Process Documents		Updated APD		End User		N/A		APD DashGroup

		3		5.5.1		Publish/Update APD		Post SP, IPG and CRM Link to APD directory 		OZT				OZT		Process Documents		Updated APD		End User		N/A		APD DashGroup

		2		5.6		Publish Meeting Minutes to SP&P Group SharePoint Site		Create meeting minutes for S&P meeting, Load to SP&P Group Site, Sent SP&P Group email notification that meeting minutes are complete		OZT		2		OZT		SP&P Group Meeting		Meeting Minutes		SP&P Group		N/A		Microsoft Office, SharePoint, Email 

		3		5.6.1		Create meeting minutes		Create meeting minutes using prior copy as template		OZT				OZT		SP&P Group Meeting		Meeting Minutes		SP&P Group		N/A		Microsoft Office

		3		5.6.2		Post minutes 		Post minutes to SP&P Group Governance SharePoint site.		OZT				OZT		Meeting Minutes		Posted Minutes		SP&P Group		N/A		Microsoft Office, SharePoint

		3		5.6.3		Link to meeting minutes		Email link to SP&P Group meeting minutes to SP&P Group members		OZT				OZT		SP&P Group Meeting		Meeting Minutes		SP&P Group		N/A		Microsoft Office, Email 

								 

								 



https://cs4.eis.afmc.af.mil/sites/1534/APD/default.aspx?PageView=Sharedhttps://cs4.eis.afmc.af.mil/sites/1534/APD/default.aspx?PageView=Sharedhttps://cs4.eis.afmc.af.mil/sites/1534/APD/APD/Forms/UserView.aspx

Flow Chart from Document
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Standardize and Manage Process Proposed Metric Attributes.pptx
Standardize and Manage Process Proposed Metric Attributes

		Metric Characteristic		Metric Information		AFLCMC Std Processes

		Relevance		APD Ref No		N/A

		Relevance		Process Name		Standardize and Manage Process 

		Specific		Process Lead		ANNETT, DANIEL W NH-04 USAF AFMC AFLCMC/OZT

		Specific		Metric POC		ANNETT, DANIEL W NH-04 USAF AFMC AFLCMC/OZT

		Relevance		Date Completed		No Completion Date (Perpetual)

		Specific		Process Owner		AFLCMC/XP-OZ

		Relevance		Enterprise Impact / Process Purpose		The purpose of standardizing processes is to support consistent and effective work outcomes, to induce better predictability in value delivery, to provide for efficient work execution, and to reinforce desired cultural behaviors.  A standard process provides the initial basis for continuous process improvement and application of best practices when appropriately maintained and routinely updated and integrated with frequent user feedback

		Specific		Metric Name		AFLCMC Process Maturity Growth

		Specific		Metric Description		Assesses the level of growth in PMM across the center and to continue to drive CPI to achieve efficiencies.

		Measurable		Data Source		APD

		Specific		Calculation		Overall assessment is the number of process with increased PMM level vs the total number of processes developed. 

		Specific		Business Rules		Metric is synchronized with Process Standardization and Standard Process Target Performance  metric  

		Time Based		Update Frequency		Annually

		Actionable		Decision Maker		AFLCMC SP&P Group Chair

		Actionable		Review Forum / Governance Body		SP&P

		Time Based		Review Frequency		Annually

		Actionable		Target		GREEN (30% of S&P Processes with increased Maturity level)

		Actionable		Thresholds (R/Y/G)		30% of S&P Processes Promoted to next PMM level
15%-30% of S&P Processes Promoted to next PMM level
< 15% of S&P Processes Promoted to next PMM level

		Actionable		Baseline Performance		TBD

		Time Based		Baseline Date		DEC 2016
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Change Mgt Plan Template.doc


(Insert name of process)

Change Management Plan 

1) Overview

a) Define the change:  What does this process do, or how does it change how the process is accomplished.

b) Desired Effect: What is the desired effect of this change management plan?


c) Measures for success:  How to know that the Change Mgt Plan is successful.  (Example, the annual AFLCMC/OZT Standard Process assessment numbers show the process adds value or is successful, or process compliance metrics show in green for six consecutive months)  

d) Barriers to implementation:  Define risks to implementation of standard process.

2) Change Management Approach

a) Stakeholder(s) Identification:  Use SIPOC and insert stakeholders here, ensure subsequent elements of the the training and resistance management are targeted as appropriate

b) Communication plan:  Proposed communication plan is at Attachment 1.  

c) Training plan:  Define target training audience, key themes, frequency, etc.

d) Resistance management plan:  Define method to overcome or mitigate risks to implementation or natural cultural resistance to change.

3) Plan for Post-Change Assessment

a) Assessment of the desired change effect:  How will you gather the measures for success information the change management delivered as expected?. 


b) Control mechanisms and corrective actions:   How will you counter failures to meet success criteria?  (Example:  I will contact my wing CPI office for assistance closing the performance gaps outlined in the quarterly XYZ process data collection analysis)

Attachments: 

Attachment 1. (Specific Communications Plan)  Note: Communications Vehicle Guide Tab contains potential communications methods to aid development.
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Stkholder Group Defined


			STAKEHOLDER GROUP			DEFINITION			MAIN CONTACT NAME			Phone			Email			Stakeholder Issues / Concerns			Other Notes


			Insert Appropriate Stakeholders			Further Define Stakeholder Group as appropriate			If there is a hierchial appropriate contact, action officer, or POC			Explanatory			Explanatory			Outline key concerns, issues etc. 


			EXAMPLE:  AFLCMC/XP			Group is comprised of OZI, OZT, OZA, XP, XPZ offices			Amn Example XP Admin			555-5555			amn.explanatory@Nonexistentbase.af.mil			Expect data driven decision making, critical thinking, and modern managerial principles are applied to process execution.			Organization is on CC staff, communication engagements may require traditional staffing documents (soccer, BBP, briefing slides etc.)


			Stakeholder Group 3


			Stakeholder Group 4


			Stakeholder Group 5


			Stakeholder Group 6


			Stakeholder Group 7


			Stakeholder Group 8


			Stakeholder Group 9


			Stakeholder Group 10


			Stakeholder Group 11


			Stakeholder Group 12


			Stakeholder Group 13


			Stakeholder Group 14


			Stakeholder Group 15


			Stakeholder Group 16


			Stakeholder Group 17


			Stakeholder Group 18


			Stakeholder Group 19


			Stakeholder Group 20


			Stakeholder Group 21


			Stakeholder Group 22


			Stakeholder Group 23


			Stakeholder Group 24


			Stakeholder Group 25


			Stakeholder Group 26


			Stakeholder Group 27


			Stakeholder Group 28


			Stakeholder Group 29


			Stakeholder Group 30








Key Communication Milestones


			Date			Event


GERRITSEN, TRAVIS B CIV USAF AFMC AFLCMC/XPT: Significant events (conferences, meetings with stakeholders, etc.) for which a message should be prepared.  Purpose is to tie messages to specific events and/or milestones.			Definition			POC			Email			Phone


			Example
 
XX Jan 2020			AFLCMC Life Cycle Industry Day			AFLCMC Life Cycle Industry Day is a AFLCMC/CC sponsored industry and acquisition meeting where AF Leaders meet and discuss  latest trends.  This process' communicaitons will culminate at this communications forum.			AFLCMC/OZT AMN Example			Amn.example@nonexistant.us.af.mil			555-5555
































Key Messages


			Key Message			Description			Target Audience


Liechty, Melinda: 
See Stakeholder Group list			Delivery Method


Liechty, Melinda: 
See Communication Vehicles			Event Date/ Release Date			Messenger			Developer			Prepared by Date			Deliver Date			Reviewer


			Example:  How this process creates the basis for TurboAcquition			LCID unveiling briefing			Industry and Acquisition communities			Breifing			XX Jan 2020			SAF AQ			AFLCMC PKX			X Oct 2019			TBD			AFLCMC/PK, AFLCMC S&P Board, AFLCMC/CC, AFMC/CC, SAF/AQ



			Key Message 2			 			 			 			 			 			 			 			 


			Key Message 3			 			 			 			 			 			 			 			 


			Key Message 4			 			 			 			 			 			 			 			 


			Key Message 5			 			 			 			 			 			 			 			 


			Key Message 6


			Key Message 7


			Key Message 8


			Key Message 9


			Key Message 10


			Key Message 11


			Key Message 12


			Key Message 13


			Key Message 14


			Key Message 15


			Key Message 16


			Key Message 17


			Key Message 18


			Key Message 19


			Key Message 20


			Key Message 21


			Key Message 22


			Key Message 23


			Key Message 24


			Key Message 25


			Key Message 26


			Key Message 27


			Key Message 28


			Key Message 29


			Key Message 30























































































































































































































Communication Vehicle Guide


						Current 
Communication Media			Frequency			Tone and Level of Detail			Content/Purpose			Target audience


GERRITSEN, TRAVIS B CIV USAF AFMC AFLCMC/XPT: Identify the segment of the population targeted by the communication (specific organization, specific groups of people/stakeholders, individuals, etc.)
			Advantages			Disadvantages			Comments						Zuständigkeiten


						One-way-media: Print


						Electronic Message System			As needed			Detailed information to 			Overall update on progress			Targeted audience - depends on message.			High frequency			Difficulty to get the right tone.  Unclear if message absorbed by intended audience.									Konzernbereich Unternehmenskommunikation


						Posters			As needed			Serious to funny			Attain attention, create awareness			Place in selected work areas to attract attention of target audience.			Possibilities to create project-team series			Requires maintenance			Visual Information


						Personal letters/Mailings			As needed			More formal			Open			Open			Standardized letter for selected audiences, mainly read			Time-intensive; costly. 			Mass mailings to selected audiences						Vorstand


						Base Newspapers			Scheduled			Formal			News, dates, meetings			Open			High credibility, absolute top-down communication, leadership action			Readership of newspapers hits small percentage of workforce.			To place very important news, mainly read; announce and explain project-team results leading to strategic decisions


						Memorandums			As needed			Formal			Announcements, comments			Open			Message seen as "official". 			Impersonal, not widely read.


						Questionnaires			As needed			Formal to less formal			Assess culture, opinion, feedback, change ability			Open			Allows for collection of measurable feedback.			Low return rate; has to be adapted to local culture. 			Possibility to give more info on project in cover letter.  May require approval to implement. Requires significant planning to ensure survey is designed appropriately.


						One-way-media: Electronic


						Newsletters			2-12 times per year			News / explanation of major events			Announcement			Targeted workforce - depends on newsletter			Available for all employees; read at all levels			Unclear if message absorbed by intended audience.									Abt. Für Öffentlichkeitsarbeit


						Director/Commander Email message			As needed			Formal			Announcement of intent, status, expectations, etc.			Entire workforce			Message is sent unobstructed to all affected.			Unclear if message absorbed by intended audience.


						JIT Training			As needed			Explanatory			Create awareness, educate			Targeted segment(s) of workforce; Managers/others as necessary			Provide uniform instruction and direction. Can use pictures, video and text to convey message. 			Difficulty to get the right tone.  Unclear if message absorbed by intended audience.


						Podcast			As needed			Serious to funny			Create awareness, educate			Targeted segment(s) of workforce; Managers/others as necessary			Provide uniform instruction and direction. Can use pictures, video and text to convey message. 			Unclear if message absorbed by intended audience.


						One-way-media: Person-to-person


						Speeches, presentations/briefings			As needed			Serious to funny			Can address large segments of workforce.  Can invite targeted segments of audience or specific stakeholder groups.			Targeted segment(s) of workforce; Managers/others as necessary			Speaker able to set correct tone with audience.  Follow-up Q & A session possible.			Unclear if message absorbed by intended audience.			Customizable. Tailor presentation to the specific audience.  Can implement via video teleconference and record for future viewing.						Individuell


						Two-way-media: Print


						Staff Packages			As needed			Formal			Gain approval/coordination of specific tasks/actions			Senior Staff/Leaders			Follows protocol for decisions and coordination			Can take excessive time for all leadership involved to fully coordinate. Can lose meaning as message gets further away from content owner.			SSS and e-SSS are standard means of gaining coordination of and approval of high level documents/communications


						Two-way-media: Electronic


						Video Teleconferencing (VTC)/DCO			As needed			Serious to funny			Open			Stakeholders and organizations located at multiple locations. 			Visually supported communication. May reach larger audiences at multiple locations.			Technical difficulties / network bandwidth constraints. Familiarity of system(s) by personnel.			Requires well structured agenda and moderation to be efficient. Important to practice prior to actual event.


						Teleconference			Ongoing			Formal			Fast exchange of info.  
Team meetings. Action Item reviews. Other information sharing opportunities to broad spectrum of employees			Open			Available for all stakeholders; ability for all to participate. Can convey message quickly.  			Difficult to engage all participants. Many participants distracted by other work at desk/computer. Audience size / makeup may discourage participation. 


						SharePoint			Daily			Formal			Share wide variety of message content (documents, FAQ, training information, etc.) with multiple stakeholders. 			AF internal employees (can be customized to specific segments of AF population). 			Accessible medium, customizable to audience. Visually supported communication. 			Technical difficulties / network bandwidth constraints. Familiarity of system(s) by personnel.  Unclear if message absorbed by intended audience.			Widely used medium.  Important to manage data and maintain currency of information. 


						Two-way-media: Person-to-person


						Seminars, Trainings			As needed			Serious to funny			Can address affected segments of workforce.  Can invite targeted segments of audience or specific stakeholder groups.			Targeted segment(s) of workforce; Managers/others as necessary			Speaker able to set correct tone with audience.  Follow-up Q & A session possible.			Can be costly. Requires significant pre-planning and facility coordination.			Some training is poorly received; value and benefit in eyes of receiver (perception based); planning and execution together with tranining team.						Zentraler Servicebereich Personal


						Focus Groups/IPTs/RIE			As needed			Formal			Smaller groups of people / stakeholders. 			Specific stakeholders for intended message (i.e., subject matter experts)			Allows for detailed discussion			May require multiple sessions to address all stakeholder groups.			Topics to be determined by teams; not necessarily included in communications planning.


						Division/Branch Staff Meeting			As needed			Serious to funny			Supervisor shares information for all team members 			All Division/Branch employees			Employees receive message directly from 1st line supervisor. Message is more personal than other group settings.  			Reliant on enthusiasm, or lack thereof, of 1st line supervisor.  Can lose meaning as message gets further away from content owner. Unclear if message absorbed by intended audience.			Announce news of special interest to organization; discuss and answer questions of employees.  Good way to ensure the message gets to lowest levels. 


						1st Level Supervisor Discussion with individual employees			As needed			Formal			Supervisor shares information with each team member individually. 			Individual employees / affected stakeholders			Employees receive message directly from 1st line supervisor. Most personal method to receive message. Supervisor can solicit feedback from employee without exposing employee's concerns to others.			Reliant on enthusiasm, or lack thereof, of 1st line supervisor.  Can lose meaning as message gets further away from content owner. 			Announce news of special interest to organization; discuss and answer questions of employees.  Good way to ensure the message gets to lowest levels. 




















































































































image12.emf
Change Management  Plan for SP for SP 2021.docx


Change Management Plan for SP for SP 2021.docx


Develop and Manage AFLCMC Standard Processes/Internal Process Guides

Change Management Plan Template



1) Overview

a) Define the change:  This process provides role responsibilities and describes activities to submit, coordinate, review, approve, publish, maintain and manage Standard Processes (SP) and Internal Process Guides (IPG) in a central repository, the AFLCMC Process Directory (APD).  

i) Changes in this document from prior process are: SP&P Board to SP&P Group per new AFLCMC Governance Charter, incorporated FIAR into Flow Chart and WBS, added references to Digital Transformation per new AFLCMC Strategic Plan, updated attachments as templates and as Standard Process for Standard Processes, OZT process improvement revised process flow, and updated Change Management Plan.

b) Measures for success:  Will use PMM level metric in accordance with standard process.

2) Change Management Approach

a) Stakeholder(s) Identification:  Stakeholders impacted by this documents revision are in SIPOC.  The complete SIPOC from the SP for SP/IPGs is at Table 1.
Table 1. SIPOC

		Suppliers

		Inputs

		Process

		Outputs

		Customers



		Workforce, Process users,  Process Owners, process improvement teams 

		Proposed process,  revision to existing process, PMM level increase, new/revised policy

		Fully define & document processes in a standard format using standard methodology

		SP, IPG or a PMM level increase     



		SP&P Group



		OZT

		Secretariat Support, CPI Mentoring Training, Process Framework Templates

		SP&P Group and resultant CPI activities

		SP&P Group Administrative Support, CPI leadership

		SP&P Group, Process Owners, Metric Owners, Process Leads, 



		SP&P Group 

		SP, IPG or a PMM level increase     



		Conduct SP&P Group    

		SP&P Group decision rendered, meeting notes published and APD updated, as required 

		Workforce, Process users, Process Owner





b) Communication plan:  Proposed communication plan is at Attachment 1.  

c) Training plan:  Training will be provided during this cycle on new SP&P Governance and APD library from OZT as needed. Training engagements will be managed in the updated communication plan.

3) Plan for Post-Change Assessment

a) Assessment of the desired change effect:  Post-Change Assessment activities are outlined in paragraph 1b.

b) Control mechanisms and corrective actions:  Will show activities that have performance gaps at the SP&P Group; escalating to AFLCMC Board and Council, XP peer to peer engagements, direct contact with process owning organization, and showing and sharing PMM growth results. 

Attachments: 

Attachment 1. (Specific Communications Plan)  
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Stkholder Group Defined


			STAKEHOLDER GROUP			DEFINITION			MAIN CONTACT NAME			Phone			Email			Stakeholder Issues / Concerns			Other Notes


			HQ AFMC & Center Executive Leaders			HQ AFMC leaders (2-letter Directors), AFMC Center Senior leaders (CC, CA, CV)


			AFLCMC Directorate / 2-Ltr leadership 			AFLCMC Council Principals.  This group includes Functional Leaders and 2-Letter Directorates (PEOs/Deputies).


			Colonels and GS-15s			All O-6s and GS-15s across AFLCMC


			Lt Cols and GS-14s			All O-5s and GS-14s across AFLCMC


			AFLCMC Process users: 			This group primarily consists of working level personnel who would be responsible for implementing the standard processes and/or process guides.  
For example: PMs, Contracting officers, FM community, Logisiticians, Personnelists, etc. 


			AFLCMC workforce			AFLCMC All personnel


			Stakeholder Group 7


			Stakeholder Group 8


			Stakeholder Group 9


			Stakeholder Group 10


			Stakeholder Group 11


			Stakeholder Group 12


			Stakeholder Group 13


			Stakeholder Group 14


			Stakeholder Group 15


			Stakeholder Group 16


			Stakeholder Group 17


			Stakeholder Group 18


			Stakeholder Group 19


			Stakeholder Group 20


			Stakeholder Group 21


			Stakeholder Group 22


			Stakeholder Group 23


			Stakeholder Group 24


			Stakeholder Group 25


			Stakeholder Group 26


			Stakeholder Group 27


			Stakeholder Group 28


			Stakeholder Group 29


			Stakeholder Group 30








Key Milestones


			Date			Event


GERRITSEN, TRAVIS B CIV USAF AFMC AFLCMC/XPT: Significant events (conferences, meetings with stakeholders, etc.) for which a message should be prepared.  Purpose is to tie messages to specific events and/or milestones.			Definition			POC			Email			Phone


			As Required			AFLCMC/CC All Call			AFLCMC/CC All Call is used by the commander to communciate center level issues to all hands			AFLCMC CAG			n/a			n/a


			Continuous			SP&P review of the Standard Process for Standard Processes			SP&P Group			AFLCMC OZT			aflcmc.ozt.workflow@usaf.mil			DSN 674-6149


			As Required			CC/CV/XP email communications to workforce, directorates, and PEOs			Recurring reminders of Standard Processes and CPI topics
			AFLCMC OZT			aflcmc.ozt.workflow@usaf.mil			DSN 674-6149


			As Required			Training by AFLCMC/OZT personnel on how to load, create, and update document and metric files on the new APD site			As a result of the SharePoint Migration communications and training is necessary for the process owners and or metric owners to successfully maintain their information stored on the site.  Topics may include document loading, weighting of KPIs (metrics), metric displays, metric data uploads, etc.
			AFLCMC OZT			aflcmc.ozt.workflow@usaf.mil			DSN 674-6149























Key Messages


			Key Message			Description			Target Audience


Liechty, Melinda: 
See Stakeholder Group list			Delivery Method


Liechty, Melinda: 
See Communication Vehicles			Event Date/ Release Date			Messenger			Developer			Prepared by Date			Deliver Date			Reviewer


			AFLCMC Standard Processes remain available on the APD, and the workforce should be aware of their location and use.			Explain access and need for S&P representatives to get the word out to their personnel on how to access, and if needed provide feedback to the Process Owner			AFLCMC Directorates / 2-Ltr leadership			Presentation/briefing at AFLCMC Board and AFLCMC SP&P Group			 			AFLCMC/OZT			AFLCMC/OZT			As Needed			As Needed


			AFI 38-401 drives CPI requirements, CPI activities within the Center is driven and coordinated by the Center Process Manager (CPM).			SP&P Group is used to communicate CPI activites and information to the Center leadership.			AFLCMC Directorates / 2-Ltr leadership			Presentation/briefing at AFLCMC Board and AFLCMC SP&P Group			 			AFLCMC/OZT			AFLCMC/OZT			Monthly			Monthly


			Introduction to the AFLCMC APD. 
AFLCMC has  standard processes and process guides which are critical to how we perform our acquistion business. Provide brief tutorial on the APD.			Explain location and use of standard processes, use is mandatory, and how to provide feedback through the APD to the process owner.			AFLCMC Process users: PMs, Contracting officers, FM community, Logisiticians, Personnelists, etc. (working level personnel)			As requested 			As requested			AFLCMC/OZT			AFLCMC/OZT			As Needed			As Needed


			CPI TOPICS: Tools, Certification, Mentoring, Data Driven Decision Making, Metrics, Cultural Change, etc. 			Recurring conversation with SP&P Group leadership on CPI 			SP&P Group Membership (PEO, Directorate, Functional Leadership)			Presentations at SP&P Group			Recurring			AFLCMC/OZT, AFLCMC CPM			AFLCMC/OZT, AFLCMC CPM			Monthly			Monthly


			CPI support			Information for AFLCMC populous, on how to get CPI training, mentoring, or project support.			AFLCMC populous			Email/Phone/Teams			As Needed			AFLCMC/OZT, AFLCMC CPM			AFLCMC/OZT, AFLCMC CPM			As Needed			As Needed


			AFLCMC Process Directory (APD)			Training individual process or metric owners
			Process or Metric Owners			Online Training, recorded training links, or one on one via Teams/Phone			As Needed			AFLCMC/OZT			AFLCMC/OZT			As Needed			As Needed


			Key Message 8


			Key Message 9


			Key Message 10


			Key Message 11


			Key Message 12


			Key Message 13


			Key Message 14


			Key Message 15


			Key Message 16


			Key Message 17


			Key Message 18


			Key Message 19


			Key Message 20


			Key Message 21


			Key Message 22


			Key Message 23


			Key Message 24


			Key Message 25


			Key Message 26


			Key Message 27


			Key Message 28


			Key Message 29


			Key Message 30























































































































































































































Communication Vehicle Guide


						Current 
Communication Media			Frequency			Tone and Level of Detail			Content/Purpose			Target audience


GERRITSEN, TRAVIS B CIV USAF AFMC AFLCMC/XPT: Identify the segment of the population targeted by the communication (specific organization, specific groups of people/stakeholders, individuals, etc.)
			Advantages			Disadvantages			Comments						Zuständigkeiten


						One-way-media: Print


						Electronic Message System			As needed			Detailed information to 			Overall update on progress			Targeted audience - depends on message.			High frequency			Difficulty to get the right tone.  Unclear if message absorbed by intended audience.									Konzernbereich Unternehmenskommunikation


						Posters			As needed			Serious to funny			Attain attention, create awareness			Place in selected work areas to attract attention of target audience.			Possibilities to create project-team series			Requires maintenance			Visual Information


						Personal letters/Mailings			As needed			More formal			Open			Open			Standardized letter for selected audiences, mainly read			Time-intensive; costly. 			Mass mailings to selected audiences						Vorstand


						Base Newspapers			Scheduled			Formal			News, dates, meetings			Open			High credibility, absolute top-down communication, leadership action			Readership of newspapers hits small percentage of workforce.			To place very important news, mainly read; announce and explain project-team results leading to strategic decisions


						Memorandums			As needed			Formal			Announcements, comments			Open			Message seen as "official". 			Impersonal, not widely read.


						Questionnaires			As needed			Formal to less formal			Assess culture, opinion, feedback, change ability			Open			Allows for collection of measurable feedback.			Low return rate; has to be adapted to local culture. 			Possibility to give more info on project in cover letter.  May require approval to implement. Requires significant planning to ensure survey is designed appropriately.


						One-way-media: Electronic


						Newsletters			2-12 times per year			News / explanation of major events			Announcement			Targeted workforce - depends on newsletter			Available for all employees; read at all levels			Unclear if message absorbed by intended audience.									Abt. Für Öffentlichkeitsarbeit


						Director/Commander Email message			As needed			Formal			Announcement of intent, status, expectations, etc.			Entire workforce			Message is sent unobstructed to all affected.			Unclear if message absorbed by intended audience.


						JIT Training			As needed			Explanatory			Create awareness, educate			Targeted segment(s) of workforce; Managers/others as necessary			Provide uniform instruction and direction. Can use pictures, video and text to convey message. 			Difficulty to get the right tone.  Unclear if message absorbed by intended audience.


						Podcast			As needed			Serious to funny			Create awareness, educate			Targeted segment(s) of workforce; Managers/others as necessary			Provide uniform instruction and direction. Can use pictures, video and text to convey message. 			Unclear if message absorbed by intended audience.


						One-way-media: Person-to-person


						Speeches, presentations/briefings			As needed			Serious to funny			Can address large segments of workforce.  Can invite targeted segments of audience or specific stakeholder groups.			Targeted segment(s) of workforce; Managers/others as necessary			Speaker able to set correct tone with audience.  Follow-up Q & A session possible.			Unclear if message absorbed by intended audience.			Customizable. Tailor presentation to the specific audience.  Can implement via video teleconference and record for future viewing.						Individuell


						Two-way-media: Print


						Staff Packages			As needed			Formal			Gain approval/coordination of specific tasks/actions			Senior Staff/Leaders			Follows protocol for decisions and coordination			Can take excessive time for all leadership involved to fully coordinate. Can lose meaning as message gets further away from content owner.			SSS and e-SSS are standard means of gaining coordination of and approval of high level documents/communications


						Two-way-media: Electronic


						Video Teleconferencing (VTC)/DCO			As needed			Serious to funny			Open			Stakeholders and organizations located at multiple locations. 			Visually supported communication. May reach larger audiences at multiple locations.			Technical difficulties / network bandwidth constraints. Familiarity of system(s) by personnel.			Requires well structured agenda and moderation to be efficient. Important to practice prior to actual event.


						Teleconference			Ongoing			Formal			Fast exchange of info.  
Team meetings. Action Item reviews. Other information sharing opportunities to broad spectrum of employees			Open			Available for all stakeholders; ability for all to participate. Can convey message quickly.  			Difficult to engage all participants. Many participants distracted by other work at desk/computer. Audience size / makeup may discourage participation. 


						SharePoint			Daily			Formal			Share wide variety of message content (documents, FAQ, training information, etc.) with multiple stakeholders. 			AF internal employees (can be customized to specific segments of AF population). 			Accessible medium, customizable to audience. Visually supported communication. 			Technical difficulties / network bandwidth constraints. Familiarity of system(s) by personnel.  Unclear if message absorbed by intended audience.			Widely used medium.  Important to manage data and maintain currency of information. 


						Two-way-media: Person-to-person


						Seminars, Trainings			As needed			Serious to funny			Can address affected segments of workforce.  Can invite targeted segments of audience or specific stakeholder groups.			Targeted segment(s) of workforce; Managers/others as necessary			Speaker able to set correct tone with audience.  Follow-up Q & A session possible.			Can be costly. Requires significant pre-planning and facility coordination.			Some training is poorly received; value and benefit in eyes of receiver (perception based); planning and execution together with tranining team.						Zentraler Servicebereich Personal


						Focus Groups/IPTs/RIE			As needed			Formal			Smaller groups of people / stakeholders. 			Specific stakeholders for intended message (i.e., subject matter experts)			Allows for detailed discussion			May require multiple sessions to address all stakeholder groups.			Topics to be determined by teams; not necessarily included in communications planning.


						Division/Branch Staff Meeting			As needed			Serious to funny			Supervisor shares information for all team members 			All Division/Branch employees			Employees receive message directly from 1st line supervisor. Message is more personal than other group settings.  			Reliant on enthusiasm, or lack thereof, of 1st line supervisor.  Can lose meaning as message gets further away from content owner. Unclear if message absorbed by intended audience.			Announce news of special interest to organization; discuss and answer questions of employees.  Good way to ensure the message gets to lowest levels. 


						1st Level Supervisor Discussion with individual employees			As needed			Formal			Supervisor shares information with each team member individually. 			Individual employees / affected stakeholders			Employees receive message directly from 1st line supervisor. Most personal method to receive message. Supervisor can solicit feedback from employee without exposing employee's concerns to others.			Reliant on enthusiasm, or lack thereof, of 1st line supervisor.  Can lose meaning as message gets further away from content owner. 			Announce news of special interest to organization; discuss and answer questions of employees.  Good way to ensure the message gets to lowest levels. 
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AFLCMC Process Maturity Model – Individual Process Rating Template 
Standard Process for Standard Processes Process 


Level Description Example Rationale 


Level 1 
Ad hoc 


No written process; users lean on 
corporate memory  √ 


Written Process 


Outcomes are typically 
inconsistent and unpredictable √ 


Standardized Process Development Template 
used by S&P Process Owners 


Excessive rework is the norm 
resulting in lengthy timelines √ 


Rework Declining due to standard formats and 
standard expectations 


Level 2 
Standardized 
Repeatable 


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


Process is in APD 


Compliance is assessed 
 √ 


S&P ensures standard formats are followed 


Initial collection of cycle time and 
other metrics is underway √ 


Metric set is baselined 


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


√ 
PMM levels established to a predictable process, 
however, world class process management and 
knowledge is still out of reach 


Level 3 
Quantitatively 


Managed 


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


 Compliance verified during recurring reviews, 
metric reviews and PMM adjustment 
conversations. 


Metrics collected & assessed by 
process owner √ 


Metric Data assessed and discussed internally to 
OZT in attempts to drive CPI organizational 
culture across AFLCMC 


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


Metrics Posted to APD 


Level 4 
Innovating 


Metrics collected for each process 
cycle 


Not completed


Process leaned-out (First Pass on 
Process) 


Not completed 


Data-driven CPI efforts underway Not completed 


Timelines meet customer 
expectations 


Not completed 


Leadership reviews metrics 
monthly 


Not completed


Level 5 
Optimized 
Optimizing 


Superior, proven process results 
compared to similar DoD Services 
and/or Agencies  
Timelines beat customer 
expectations 


Process owner/team continually 
seek to improve process (self-
motivated versus directed) 
Process – Multiple CPI passes 
complete  Not completed 


Maturity Level: __3__ 


Not completed 


Not completed 


Not completed 







AFLCMC Process Maturity Model – Individual Process Rating Template 
Standard Process for Standard Processes Process 


Additional rationale or justification for maturity level: 










