Procedure for submitting Work Program updates with Work Item Status and Planning Report (WISPR).

Last updated: 15-Dec-2005
23-Nov-2005: updated in line with on-line WISPR data entry.
21-Feb-2005: Changed dates for deadline for WISPR submissions.
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1. Background
A major step has been taken in putting the Work Item and Enabler information into a database to streamline the effort in producing reports and assisting in analysing the data. 
The Work Programme tool now supports web based entry for use by the members. By making use of information already available on the portal, this on-line version significantly reduces the amount of information which must be entered by the Work Item Champions. It also adds a set of validation rules to improve the quality of the data.  Periodically, all Working Groups are requested to update the data after which, the Work Program Secretariat (WPS) generates a set of reports and posts these on the portal. Previous versions of the reports are archived. The OMA portal now establishes links between the permanent documents produced by a (Sub) Working Group and the Enablers to which the Permanent documents belong. It also establishes a relationship between the Enablers on which a group is working and the Work Items which describe the scope of the work. 

On the portal, under  the WP (Work Programme) tab, each working group will find a list of the active Work Items (i.e Approved Work Items which are not suspended and are not place holders for, as yet, undefined maintenance work). For each active Work Item, the active Enablers (those which have not yet reached Approved state) are listed. The WISPR information for each of these active Enablers must be updated for each reporting cycle (See 3 below.).
2. WISPR contents
The Work Item Status and Planning Report (WISPR) information  consists of four components

a) the overall WISPR status description and schedule information for milestones up to approval of the Candidate Enabler.
b) the list of OMA Enablers on which this Enabler depends.
c) the list of unpublished external deliverables on which this Enabler  has normative references. 
d) the IOP schedule from start of IOP activities to approval of the Approved Enabler
Other information which formed part of the previous WISPR template (document names, document locations, overall status of the Requirements, Architecture, Specification and IOP phases) are now taken from information already available on the OMA portal.

3. Responsibility for updating WISPR information
The (Sub) Working Group to which the WID is assigned should appoint a WID champion who will be the main contact for the Work Programme Secretary and REL in relation to the WID and WISPR information. If the (Sub) Working Group cannot appoint a WID Champion then the (S)WG chair will be the main contact and will be responsible for updating the WISPR Information.

The (S)WG is directly responsible for updating the WISPR status description, the milestone dates for Requirements, Architecture, Specification, Consistency Review and Candidate approval. They are also directly responsible for updating the information on internal dependencies and external dependencies.
The responsible (S)WG must coordinate with the IOP WG to provide the IOP testing related milestone information. This data should only be updated if it has been agreed with the IOP WG, otherwise it should be left blank or unchanged.When ownership of a Work Item is transferred from a WG to a SWG or to another WG then the new group will inform the Work Programme Secretary and indicate if the WID champion has changed.

4. When to update WISPR information.
The Work Item Champion is required to update the WISPR information at the end of every OMA organized WG meeting.

The Work Programme Secretary will inform the OMA-chairs exploder list of the WISPR update deadlines for each OMA organized meeting.

Note that even though no changes may have been made to the time schedule or other planning information, the Work Item Champion must open the WISPR information on the portal and press the update button. This will indicate that the group has reviewed the WISPR information and that no changes are required.

Updates to the WISPR information may be also provided when there are significant changes between OMA organized WG meetings (for example after an interim WG meeting).

The OMA_WISPR_UPDATES@mail.openmobilealliance.org  exploder list must be notified when the updates have taken place.
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.
5. WISPR information for approval of new WIDs No schedule information is required for TP approval of a new Work Item.

As soon as the Work Item is approved, REL and the Working Group to whom the Work Item is assigned will prepare the first schedule. This will happen at the latest at the first OMA organized face to face meeting following WID approval,
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 correctly in all the ‘enabler release’ indexed reports from the Work Program.
6. 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: upcoming TP & OMA organised WG meeting. 

 
	 
	 
	Email reminder to WG chairs and WID Champions (if known)

	2.
	Update WISPR information on the portal. 
- Deadline:

For TP meetings: before the  Close of business on the day before  the TP starts. 

For WG meetings: At the last day of the meeting. 

 
	Update the WISPR description, Schedule dates for all milestones up to and including Candidate approval of the Enabler.

Update the Internal Dependencies
Update the External Dependencies
Work with IOP to update the schedule information for testing milestones.
Send email to OMA-WISPR-updates@mail.openmobilealliance.org naming the Enablers/Work Items which have been updated. 
	 
	 

	3.
	Follow up WISPR missing/inconsistent data 

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

	4.
	Run WP report 

- deadline; 21 days after 1.


	 
	 
	Generate reports into pending folder on REL (See below)

	5.
	Review WP reports for publication
	 
	REL officers note reporting delinquencies, overdue milestones 
	 

	6.
	Publish Updated Work Programme 
	 
	 
	Upload onto REL web site, announce to TP. Upload public versions onto Public website. 

 


Check list for follow-on work
Changes to WID procedures?

(propose to update WID procedures to 

ensure that the WG informs WPS if the WID is assigned to a SWG or if the WID responsibility passes to another WG.

Ensure that WG informs the WPS if the person responsible for updating the WISPR (WID champion) changes
Ensure that the (S)WG informs REL if the title or short name of the Enabler changes.

generate a mailing list from the WID champions in the database.
