Procedure for submitting Work Program updates with

Work Item Status and Planning Report (WISPR).

1. Background

The WISPR template has been in use since October 2003. Based on this experience REL has made some changes to the schedule table and included additional explanatory comments for most of the fields. The goal is to get more consistent and more complete information.
A major step has been taken in putting the WI/WISPR information into a database to streamline the effort in producing reports and assisting in analysing the data. However, as with any database it requires good quality input data. A later phase of the Work Programme tool development may support web based entry for use by the members. Until then the information taken from the WISPRs will be entered into the database by Work Program Secretariat (WPS). They will run a set of reports and post these on the portal. Whenever there is updated input, the reports will be regenerated. Previous reports are archived.  The WID information will also be put in this same database. 

2. WISPR procedure
This has been revised as initial data processing will no longer be handled by REL officers.
1. Each approved work item must have an associated Work Item Status and Planning Report ( WISPR ) submitted periodically to the release planning committee.

Naming convention is: OMA-WISPR_<WIDnumber>-<WIDname>-<WIDversion>-<ReportDate>-S. 
2. The WISPR is a permanent document owned by the WG  responsible for the Work item and should be stored in their permanent document area for future reference.
3. The initial WISPR should be submitted to Work Program Secretariat (WPS) via email list: OMA-WISPR-updates@mail.openmobilealliance.org after the TP has approved the WI and WISPR. See Table 1 for sequential process steps and responsibilities.

4. Updated information in WISPRs is required to be submitted by two weeks after each TP or OMA organised WG meetings. Dates are shown on the WP Reporting  web page. Optionally updates may be provided when there are significant changes.
5. The responsible person assigned by the WG to report on WISPRs is required to send an email to the WPS via email list: OMA-WISPR-updates@mail.openmobilealliance.org  list to either provide a pointer to the latest version of the WISPR in their permanent document directory or indicate ‘no change’ to any info in the WISPR. 

6. The responsible WG should coordinate with the IOP WG to provide the Testing related milestone data as indicated in the template. This data should only be entered on the WISPR if it has been agreed with the IOP WG, otherwise it should be left blank.
7. When ownership of a work item is transferred to a new group then the WISPR should also be transferred and a responsible person assigned in the new group. 

8. Regular reporting of status and plans is very important – therefore if two reporting cycles are missed for a WISPR then REL will check first with the WG and may then recommend to TP that the WI should be stopped.

9. Attention should be paid to following the detailed instructions for each field to reduce need for WPS  to undertake time consuming dialogue to correct inconsistent or incomplete information.

10. Special attention should be made to identify as early as possible the expected enabler release that will be the target for the work item. This is a key factor to ensure that the work appears in all the ‘enabler release’ indexed reports from the Work Program.
 Table 1: Process steps and responsibilities for Work programme updates

	Step
	Description
	Action by WG/WI/WISPR owner
	Action by REL
	Action by WP Secretariat (WPS)

	
	WISPR Handling
	
	
	

	1.
	Initiate Update of WISPRs
Event trigger: end of TP & OMA organised WG meeting.

	
	 
	Email reminder to WG chairs or WISPR ‘owner’ (if known)

	2.
	Submit updated WISPRs

- Deadline: 14 days after 1.
	Update previous WISPR report, or submission of first WISPR report. Send email to OMA-WISPR-updates@mail.openmobilealliance.org with link to permanent docs containing updated version of WISPR.
	
	

	3.
	Update WP database
	
	
	Data entry from WISPRs

	4. 
	Follow up WISPR missing/inconsistent data

- Deadline: 7 days after 3.
	4.2 Email corrections to OMA-WISPR-updates@mail.openmobilealliance.org, 
	
	4.1 Email Errors/omissions to WISPR owner.

	5. 
	Run WP report

- Deadline; 21 days after 1.
	
	
	Generate reports into pending folder on REL (See below)

	Step
	Description
	Action by WG/WI/WISPR owner
	Action by REL
	Action by WP Secretariat (WPS)

	6. 
	Review WP reports for publication
	
	REL officers note reporting delinquencies, overdue milestones 
	

	7. 
	Publish Updated Work Programme 
	
	
	Upload onto REL web site, announce to TP.

Upload public versions onto Public website.



	8.
	Release planning analysis
	
	Review issues-packaging into enablers, schedule delays, dependencies, – Assign champion -Email to WGs concerned
	

	9. 
	Revision of plan (between cycles)
	Respond to REL requests or offer revision due to significant change of plan.
Submit updated WISPR (as step1.)
	
	Enter updates.

Regenerate reports.


Annex 1: Screen shot for home page of Work Program reports.
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Annex 2: Guidance to Responsible Person for filling in the WISPR:-


Work Item Status and Planning Report

	Title:
	Report on <Title of WID>
	 FORMCHECKBOX 
 OMA Confidential

	WID Document:
	OMA-WID_xxxx-<WIDname>-<WIDversion>-YYYYMMDD-<state>


	Report Date:
	dd Mmm yyyy


	Reporting Group:
	<name of responsible Work Group or SubWG>

	Contact Person:
	<name>, <org>, <email>



1 General Description

<Provide general information about the objectives of the work to be addressed by the WID and how it will be addressed (e.g. stand-alone enabler, embedded in a shared enabler, etc).  Where multiple releases are planned or in progress, a brief statement on the release strategy would be useful>

2 Current Status

2.1 Status for Release <x.y> (repeated for multiple releases in progress)

Work Progress on Key Stages

	Requirements
	Status: <select one of following: draft being worked, draft under review, candidate, approved>

External Coordination: <list any areas where common work or requirements consideration is driving liaison activities that may contribute to the OMA solution>

<add any comments>


	Architecture
	Status: <select one of following: not started, draft being worked, draft under review, review complete, candidate, approved>

Source Technologies: <list any internal or external technologies that contribute key elements of the solution>

<add any comments>

	Specification Creation
	Status: <select one of following: not started, draft(s) being worked, draft(s) under review, review complete, candidate, approved>

Specification Dependencies: <list any internal or external work activities or specifications that are being referenced in the solution specifications>
<add any comments>


	Testing
	Status: <select one of following: not started, test scenarios being drafted, test cases being developed, test fest planned, in test, completed>

Testing Considerations: <list any special considerations to accommodate testing activities needed for the work covered in this release>

<add any comments>


3 Documents

3.1 Documents for Release <x.y> (repeated for multiple releases in progress)

	Document Storage Location
	<Where are these permanent documents located>

	Requirements Document
	<RD name >

	Architecture Document
	<AD name>

	Specifications
	<list of specs
this should be list of docs included in the enabler package>
<indicate if list is partial or complete>


	Support files (XML/DTD/etc)
	<list any files being developed>

	ERELD
	<ERELD name>


	Test reports
	<list of test reports>

	Review Reports
	<list of review reports – RD/AD/Consistency>


4 Schedule and Planning Information

	Milestone
	Achieved Date
	Current Plan Date

	Previous Plan
 Date

	WID

	WID Approval

	(date)
	(date)
	(date)


	WID Completion

	(date)
	(date)
	(date)

	Release <x.y> (repeat this and following lines for each release)


	Requirement Doc Work Started (w/Req WG)
	(date)
	(date)
	(date)

	Requirement Doc Review Started

	(date)
	(date)
	(date)

	Requirement Doc Approved by TP
	(date)
	(date)
	(date)

	Architecture Doc Work Started (w/Arch WG)
	(date)
	(date)
	(date)

	Architecture Doc Review Started

	(date)
	(date)
	(date)

	Detailed Specifications Development Started
	(date)
	(date)
	(date)

	Consistency Review Started

	(date)
	(date)
	(date)

	Candidate Enabler Package Submitted to TP

	(date)
	(date)
	(date)

	Test Planning Completed

	(date)
	(date)
	(date)

	Test Specifications Completed

	(date)
	(date)
	(date)

	Test Activities Completed

	(date)
	(date)
	(date)

	Enabler Package Approved by Technical Plenary

	(date)
	(date)
	(date)








�Filename, and filename in header should conform to WISPR permanent document convention


�The WID information should be related to the latest approved (‘A’) WID version.  For WISPRs supporting submissions of WIDs to TP for approval, the WID reference would be the submitted draft.





�Update this field each time the WISPR is submitted.


�Responsible person assigned for the WISPR


�Only brief description needed as this is complementary tot the WID.


Release strategy is most relevant information. Note a WI may be delivered in more than one Enabler release.


Also a WI may be combined with other WIs into an enabler release. 


�Repeat for each release planned


�List External organizations


�List  all Dependencies:  external/internal organization+ specifications+ approx availability date.  


�Repeat for each enabler release planned


�Identify all known specifications even if  partial list.


�Enabler Release Name.


�Current schedule for all  milestones


�Each time  the  WISPR is uptated, copy the current plan info from previous version into the previous plan column.


�Date of TP Approval of the WID


�All dates to be day/month/year. 


�Planned date for completion of WI – irrespective of how many releases.


�State release number for the enabler.


�Planned date for formal review by REQ WG


�Planned date for formal review by Arch WG


�This milestone should  follow  the WG completion of the detailed  specifications, ERELD and test requirements. 


�This milestone should typically be 4 weeks after Consistency Review started.


�Milestone for IOP WG


�New milestone (IOP WG )


�Milestone for IOP WG – all test fests and reports completed


�Approved Enabler  completion date –IOP WG





