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GUIDELINES FOR THE OPERATIONS MANUAL CHECKLIST:

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

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

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

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

Document reviewers will consult the HUD SDM and the SDM templates when reviewing the documents and completing the reviewer’s portions of this checklist.

	AUTHOR REFERENCE (Project Identifier):




	Designated Reviewers:
	Start Date:
	Completed Date:
	Area Reviewed:
	Comments:

	1:


	
	
	
	

	2:


	
	
	
	

	3:


	
	
	
	

	4:


	
	
	
	

	Summary Reviewer:


	
	
	
	


	The Operations Manual contains detailed information on the control requirements and operating procedures necessary to successfully initiate and run the system.
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	1.0
GENERAL INFORMATION 
	
	
	
	
	

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

	1.2
	Project References:  Provide a list of the references that were used in preparation of this document.
	
	
	
	
	

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

	1.4
	Points of Contact:

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

	
	1.4.2       Coordination:  Provide a list of organizations that require coordination between the project and its specific support function.  Include a schedule for coordination activities.
	
	
	
	
	

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

	1.5
	Organization of the Manual:  Provide a list of the major sections of the Operations Manual (1.0, 2.0, 3.0, etc.) and a brief description of what is contained in each section.
	
	
	
	
	

	1.6
	Acronyms and Abbreviations:  Provide a list of the acronyms and abbreviations used in this document and the meaning of each.
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	2.0
SYSTEM OPERATIONS OVERVIEW
	
	
	

	2.1
	System Operations:  Provide a brief description of the operation of the system, including its purpose and uses.
	
	
	
	
	

	2.2
	Software Inventory:  Provide an inventory of the system’s programs.  Include each program’s full name and identification, as well as the security characteristics of the software.  Identify those programs necessary to continue or resume operation of the system in a degraded or an emergency situation.
	
	
	
	
	

	2.3
	Information Inventory:  Provide an overview of the information included in the system and refer to Appendix 1 of Handbook 2229.1 Records Disposition Schedule for Automated Systems for retention information for these inventories.
	
	
	
	
	

	
	2.3.1       Resource Inventory:  List all permanent files and databases that are referenced, created, or updated by the system.
	
	
	
	
	

	
	2.3.2       Report Inventory:  List all reports produced by the system.
	
	
	
	
	

	2.4
	Operational Inventory:  Identify any infrastructure hardware and/or software support related to the operation of this system, including peripheral and resource requirements (network management software).
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	2.5
	Processing Overview:  Provide information that is applicable to the processing of the system.
	
	
	
	
	

	
	2.5.1       System Restrictions:  Identify any system restrictions imposed on this system.
	
	
	
	
	

	
	2.5.2       Waivers of Operational Standards:  Describe any waivers that are or will be filed to exempt the operation of the system from operational standards already followed.
	
	
	
	
	

	
	2.5.3       Interfaces with Other Systems:  Describe operational interfaces to other systems.
	
	
	
	
	

	2.6
	Communications Overview:  Describe or depict the communications network necessary to operate the system.
	
	
	
	
	

	2.7
	Security:  Describe the security considerations associated with the system. 
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	3.0
RUN DESCRIPTION

	3.1
	Run Inventory:  Define system programs and jobs by run.
	
	
	
	
	

	3.2
	Run Description:

	
	3.2.x         [Run Identifier]:  (Each run in this section should be under a separate header.  Generate new sections and subsections as necessary for each run from 3.2.1 - 3.2.x.)  Provide a run identifier here for reference in the remainder of the subsection.  Describe the run.
	
	
	
	
	

	
	3.2.x.1  Run Interrupt Checkpoints:  Identify and describe the acceptable interrupt points within the system.
	
	
	
	
	

	
	3.2.x.2  Set-Up and Diagnostic Procedures:  Provide the set-up and diagnostic procedures for any software diagnostics.  Relate to software units, if applicable.  Include procedures for validation and troubleshooting.  Explain all parameters (both input and output), codes, and range of values for diagnostic software.
	
	
	
	
	

	
	3.2.x.3  Error Messages:  List all error messages and the corresponding correction procedure for each message.  Relate to specific software units, if applicable.
	
	
	
	
	

	
	3.2.x.4  Restart/Recovery Procedures:  Provide information to the IT personnel regarding restart/recovery procedures that those persons will follow in the event of system failure.
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