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1.0 PURPOSE

This procedure describes the required process to transfer'software,
associated input/output data, and/or documentation 'between WVNS and an
outside source or requester. It applies only when selected on the
Software Requirements Form in accordance with EP-3-013, Determination-of
Software Requirements.

This procedure does not apply to transfer of software items obtained by
purchase requisition under WV-685, Rev. 5, Acquisition and Use of
Computer Equipment, Software, and Services'.

2.0 RESPONSIBILITIES

2.1 Cognizant System Process/Design Manager (CSPM/CSDM) - reviews the
Request for Transfer (FT), Form WV-1866 (attachment A), and
indicates approval ordisapproval 'by signature. (For instructions
on the completion of WV-1866, see attachment B.)

2.2 Requestor - submits a request tor software, data, and/or
documentation to WVNS.

2.3 Custodian - forltransfer from WVNS to a requestor:

Prepares transfer package as specified in the RFT; transfers
contents of transfer package and a copy of the RFT to the
requestor; retains the RFr for inclusion in the Permanent Software
Documentation Package in accordance with EP-3-016,' Software
Documentation Package in accordance with EP-3-016, Software
Configuration Management; maintains a copy as part or the Software
Documentation-Package.

For transfer to WVNS from an outside source:

Submits RFT to outside source; on receipt of the requested items,
ensures that the contents coincide with the requirements specified
on the RFT; maintains the RFT as a permanent record.
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3.0 DEFINITIONS

3.1 Custodian - a generic term for the purposes of this procedure that
refers to either the code custodian or the owner of the data being
transferred.

3.2 Receiver - the ndividual who receives a RFT.

3.3 Request for Transfer (RFT), Form WV-1866 (attachment A) - a
request for software, input/output data, and/or documentation in
the form of a letter, memo, telefax, etc.

3.4 Requestor - an individual who submits a request for transfer of
software, input/output data and/or documentation.

4.0 GENERAL

4.1 Transfer of Software, Data, and/or Documentation fron WVNS to a
Requester

If the request for transfer is not. in the format of a RFT, the
Receiver shall record the request on a RFT prior to forwarding it
to the Custodian. The custodian shall update any logs, ndexes or
other applicable records, to ensure proper documentation of the
transfer of software.

If the RET Is disapproved, the Custodian shall ensure that a
letter ia sent to the requester explaining the disapproval. A
copy of the letter shall be attached to the RFT and retained by
the custodian as part of the Software Documentation Package.

If there are problems with the transfer (e.g., incomplete package,
damage enroute, etc.) as indicated by the requestor by telephone,
letter, telefax, or on the Acknowledgment Of Receipt, Part IV of
the RFT, the Custodian shall:

- Document the steps taken to complete the transfer and final
resolution on Part V of the RFT

- Assure that additional transfers (if any) of the originally
approved package are accomplished in accordance with
section 5.1.5.

MS01. *.- Pg2f
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I . 5.0 PROCESSING

5.1 Transfer Oa Software, Data,.and/or Documentation from WVNS to a
Requestor

Responsibility Action

5.1 .1 Requestor -A. Submits a request ror transfer of
software, input/output data, and/or

- documentation to WVNS.

'A. Receives a request for transfer.5.1.2 Receiver

B. Record request on RFT if necessary
(Part IB).

C. Forwards RFT to custodian.

5.1.3 Custodian

5.1.4 CSPM/CSDM

5.1.5 Custodian

A. Assigns a sequential control number
to the RFT.

B. Completes Part II RT and
forwards it to CSPM/CSDM or
approval.

A. Reviews and approves/disapproves RFT
and returns it to custodian.

A. Prepares transfer package as
specitied in Part II RFT.

B. Sends -approved RFT and those items
not transferred electronically to
the requester.

C. Transmits those items to be
transferred electronically'and
checks accuracy of transmission with
appropriate veritication/ftle
checking software.

5.2 Transter o Software, Data, and/or Documentation from an Outside
Source to WVNS

Responsibility Action

5.2.1 Custodian A. Initiates request tor transfer by
completing Part I of RET and forwarding
it to CSPM/CSDM for approval.

?quw . J-I j * I
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Responsibility

5.2.2 CSPM/CSDM

5.2.3 Custodian

Action

A. Reviews and approves/disapproves RFT
and returns it to custodian.

A. Send approved R to supplier of
software, data, or documentation.

B. Assures that items received coincide
with requirements specified on RFT,
checks accuracy of electronic
transmission with appropriate
verification/file checking software,
and notifies sender of any
deficiencies.

C. Documents 3uccessful completion of
transfer on Part IV of RFT

D. Notifies sender of receipt of
transferred tems, retains a copy of
the RFT for Inclusion in the
Permanent Software Documentation
Package in accordance with EP-3-016,
Software Configuration Management,
and maintains a copy of the RFT in
the Software Documentation Package.

6.0 REFERENCES

6.1 EP-3-013 - Determination of Software Requirements

6.2 EP-3-016 - Software Configuration Management

7.0 ATTACHMENTS

7.1 Attachment A - Request for Transfer, Form WV-1866 (latest
revision)

7.2 Attachment B - Instructions for the Completion of Form WV-1866

..grm ". - 4w- to
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ATTACHMENT A
Control No.

REQUEST FOR TRANSFER

PART Ia: Please transfer the ollowing described oftware, data, and/or
documentation to:

1) Name:
2) Address:

_ . _ . ..
3) Phone Number:

Part Ib, REWMIED Part II, Trar.er Packeap

4) Items Reqted (Inclue
version # bere apopriate):

Electrcnic
Transer - - 7) Items Transe'red:

Electrontc
Trarer

5) Maietic media typ and frnat 8) Mapetic media typ and rnnat

6)

-

-

. . .

Ren r reqwt
... . . ....................... . .

-

.. . . .. 4 .

-

9) . Explanation f diterences

PART III, APPROVAL OF TRANSFER

Reviewed and APPROVED/DISAPPROVED (circle one)

10)
CSPM/CSDM Date

11) Not Used

1�

Nr '". /-lCt

WV-1866, Rev. 0
MSS0903:ENG-167 Page 5 of 8



IMa.
EP-3-015

I w-
I fl7/flnIIA0

Control No.
ATTACHMENT A (CONTINUED)

REQUEST FOR TRANSFER

PART IV, ACKNOWLEDGMENT OF RECEIPT
We request your acceptance of the software items, notification of any problems
encountered during the installation or execution of the information on your
computer, and any suggested modification which either corrects problems or might
be of general utility. If the transfer package is acceptable, indicate your
acceptance below. If the transfer package 1 unacceptable, provide an
explanation of the problem and contact the addressee. Return a copy of this
acknowledgment of receipt to:

12) Cmpleted by-reques

Completed by requestor:

13) Accepted

14)- Comments

Accepted, contingent upon comments

15) -
.. Requestor

PART V, RESOLUTION OF PROBLEMS
(Completed by Custodian)

16) Action taken

Date

PART VI, COMPLETION OF-TRANSFER

17) Transfer completion certified by:

Custodian Date

CSPM/CSDM Date

;.w. *dwf.{C0

WV-1866, Rev. 0
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ATTACHMENT'B

INSTRUCTIONS FOR COMPLETING REQUEST FOR TRANSFER FORM - WV-1866

PARTS Ia and b: The Requestor shall provide the following information to the
custodian:

1) The identity of-the individual requesting the software, data, and/or
documentation.

2) The company and address of the individual.

3) The requestor's phone number.

4) Software or data items requested: indicate electronic transfer, if applicable

5) Type and format of magnetic media requested.

6) The reason for the request.

PART. II: The custodian preparing the transfer shall assign an appropriate
control number and provide the following information:

7) Software, data, and/or documentation items to be transferred: indicate if
K) electronic transfer has been requested and is possible.

8) The type and format of magnetic media to be supplied.

9) If software items or magnetic media type and format to be supplied differ
fr those requested, an explanation (included or attached). If there are
none, indicate N/A.

PART III: The following approval Is required:

10) The CSPM/CSDM indicates approval or disapproval of the RFT by signature,
date, and circling either approved or disapproved.

PART IV; The requestor of the software, data, and/or documentation shall provide
the following:

12) A copy of the acknowledgment of receipt to the address indicated in this
block (Custodian's address).

13) Status of acceptance of transferred software, data, and/or documentation.

14) Explanatory comments regarding the transfer package, as necessary.

15) Signature of requestor and date of signature.,

MSSO903:ENG-16T Page 7 of 8



4-

Io* EP-3-015
am
I 07/03/890

ATTACHMENT B (CONTINUED)

INSTRUCTIONS FOR COMPLETING REQUEST FOR TRANSFER

FORM WV-1866 (CONTINUED)

PART V: Resolution o problems:

16) The Custodian shall document actions taken to resolve any problem described
in item 13 above. I none, so state.

PART VI: Completion o transfer:
17) When the transfer is complete and/or all actions have been completed, the

Custodian and the CSPM/CSDM shall indicate completion by signature and date.

r" '. 4-ot
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