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Software Release Phase 10 – Distribution

What:    This phase is the final close out of the software release project.  There are only a few final steps to close out the project, free up the team, etc. before they get assigned to other projects.

Why:  The close out of the software release has some final quality activities that make sure the release and derivative products are manufacture-able and replicate-able.  This phase also includes a process improvement deliverable on Lessons Learned.  By including these activities as part of the documented process, there is a higher likelihood they will go successfully.

This phase formally moves the software release from the product development organizations into operations (or manufacturing).

How:   This is a short phase with mostly clean up and close out activities.  Review the deliverables and modify them as appropriate for your company. 

NOTE: In this and the following phase, the term “Derivative products” is used to identify stand-alone products that may be used in conjunction with the release or not.  Since this is a general software release process and each company will have it’s own way of partitioning the release and the software code base, this term includes any project, application, client, server, etc. that can be viewed as a separate product by the customer, but was created and released during the software release process.

Related documents:

Software Release Life Cycle Overview 

Software Release Life Cycle WBS

Software Release Team Member Glossary

About the author:

Peter Michels has served as Director of Engineering and Program Management, Senior Project Manager, Software Development Manager and a software developer in start-ups as well as large corporate environments.   His most recent project focus is in commercial wireless and 802.11 network communications.    

Pete contributed this series of software release life cycle overview documents and templates from his hard-won experience putting together software release methods in a growing software company.  Even as the company grew a sound process for developing each  hardware/software project, they found they needed an overlay to help with planning of their overall releases-- which often brought together 10-20 individual  (and complex in themselves) software and platform projects, as well as numerous feature enhancements, to enable them to make the necessary releases to the market.

The deliverables defined in this document, as well at the others in the Software Release Life Cycle series, can be adapted and used for planning of various kinds of software releases.
This Phase 4 document is written in the form of a typical development process reference.    If you are trying to create a methodology document for your software release teams, you can edit this document and the other SRLC phase documents to form your process reference

Software Release Phase 10 – Distribution

Checklist for Phase 10 Distribution Completion

Check
   Document #
Document Description

	q
	10.1
	Final Release Notes

	q
	10.2
	Create Release Media

	q
	10.3
	Release to Document Control

	q
	10.4
	Release Lessons Learned Meeting and Report

	q
	10.5
	Distribution Phase Exit Criteria


Each “Deliverable” document includes:

Document Name: The name of the document.

Form Type: Deliverable, guideline, template, case study or checklist.

Driver:  Person or persons primarily responsible for making sure the tasks are accomplished and accomplished correctly.  Not necessarily a contributor to the deliverable.

Contributors:  List of persons with knowledge about or responsibilities for the accomplishment of the tasks.  Not necessarily an author to the deliverable.

Prerequisites:  Any activities that must be performed before the Driver and Contributors can complete these tasks.  Some of the prerequisites may come from individual project or product development teams.  These deliverables may have a different name in your company environment than referenced in this document, but are still considered prerequisites to complete the phase.

Purpose and Audience: Describes why this information is needed and who needs it.

Recommended Accomplishments: List of recommended activities, deliverable, decisions or accomplishments that are suggested before that deliverable is considered complete.

Final Release Notes

Deliverable 10.1
Driver: 

Software Release Project Manager

Contributors:

Release Team, SW QA Engineers, SW Project Leaders, Beta Support Team and Technical Publications

Prerequisites:

Beta Test phase completed.

Purpose and Audience:

Identifies the highlights of the software release for the customers.  Gather all remaining notes on the release that identify any key operational or functional issues that will have an affect on or be noticed by the customer.

This is the final update to the notes prior to including them in the package the customer receives.

An electronic version is included on the release media (CD, tape, web page, etc.).  A hard copy of the release notes can be included in the package sent to the customer also.

Recommended Accomplishments:

Formalize and publish the release-level Beta phase notes.

Check in release-level Release Notes to document control with a part number.

Remember…  If you are pushing the “edge” on whether the Release Notes included on the distribution media will be the absolute, final copy, consider including a paper copy of Release Notes Update as an item on the BOM and have these inserted into the packaging at the very last minute before shipping.

Create Release Media

Deliverable 10.2
Driver: 

Software Release Project Manager

Contributors:

Release Team, Configuration Management Engineer(s), SW QA Engineer

Prerequisites:

10.1 Final Release Notes

Purpose and Audience:

To create and verify all information on the final media that will be on the release CD sent to a customer.

Recommended Accomplishments:

Configuration Management Engineer creates the release CD with all final executables, tools, manuals, help files, installation scripts and tools, quick starts, reference materials, release notes, “Read Me” files, etc.

Create the derivative product CDs also.

SW QA Engineering verifies the CDs work by brief validation tests on designated platforms or OSes.

Technical Publications (or Product Managers) do a visual check on the manuals, etc. for correctness, part numbers, version numbers, dates, etc.

Fix anything.

Make Master copies of the release for Document Control.  Provide Checksum #s.

Make Master copies of any derivative products created during the release for Document Control.  Provide Checksum #s.

Release to Document Control

Deliverable 10.3
Driver: 

Software Release Project Manager

Contributors:

Release Team

Prerequisites:

10.1 Final Release Notes

Master Release Media from 10.2 Create Release Media

Purpose and Audience:

To formally  move copies of all the intellectual property required to rebuild an exact image of the release to the appropriate control systems within the company.

Recommended Accomplishments:

Check in the Master Release CD to document control.  Include Part Numbers and checksums.

Check in and derivative product Master CD to document control.  Include Part Numbers and checksums.

Make images of the entire software build or make environment.  SW QA ensures these images can be re-installed on a clean system and the release and derivative products can be rebuilt.  Check the checksums.

Submit the documentation, software, manuals, guides, help files, build and make images, etc. to document control.

Notify Operations (or Manufacturing) that the Release is available in the document control system and provide part numbers.

Note:  In many software environments, the release rebuild images are kept in the software source code control system.  If these are already validated and copies secured offsite, these activities can be skipped.  It is strongly suggested that a release re-build image is validated and kept either in document control or in the SSCC system.

Release Lessons Learned Meeting and Report

Deliverable 10.4
Driver: 

Software Release Project Manager

Contributors:

Software staff and manager, SW QA staff and managers, Release Team, all other full and part-time team members that were involved in the release process

Prerequisites:

10.3 Release to Document Control

Purpose and Audience:

Identify and log any “lessons learned” during the execution of the Software Release.  This information is used to improve the process of the release by identifying things that went well and things that went poorly.  Suggestions from the contributor are documented and discussed.

This information will be formally submitted to the upper management staff for appropriate remedies to be acted on.

Recommended Accomplishments:

Each phase of the release process is reviewed for improvements, problems, issues and suggestions.

While suggestions are being offered, discuss what deliverable, process, etc. (or lack of one) could have helped preventing the problem.  Identify any Drivers or Contributors that the decision may impact.

Identify actions for specific updates to the process in a future release process.  Critical issues should be addressed in the next release, if possible.

Publish the results of the meeting so future software release teams can use the information to make their jobs smoother.

Some of the contributions may be outside the software release process.  If these are in the category of suggested “best practices” for functional departments, make sure the information is conveyed to the appropriate group and department managers.

Note:  A suggestion on this is to take notes as a brainstorming session and then formalize one report as a meeting report.  The actual Lessons Learned should be amalgamated into a database for easy review later.

Distribution Phase Exit Criteria – Release to Distribution

Form 10.5

Distribution Phase Activities 

	q
	Final Release Notes

	q
	Create Release Media

	q
	Release to Document Control

	q
	Release Lessons Learned Meeting and Report

	q
	Distribution Phase Exit Criteria


The management and team agree that software release and its derivative products have been created and submitted to the appropriate control systems.  The release and its derivative products meet or exceed the agreed-upon quality metrics that are documented for this release.  The release and derivative products can proceed to production.

1. Release Name


2. Derivative Product Name


3. Derivative Product Name


4. Derivative Product Name
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