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Revision History: 
Rev. Description of Change 

A Initial Release 
 

11_0419 Deleted decision point 2.1 and 2.2, incorporated Notifying Requester into step 2.0, modified verbiage for clarification. 
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I. Purpose 
 

To effectively plan and control the process for developing and maintaining the Emergency Operations Training Academy 
(EOTA) website throughout the design and development stages, assuring review, verification and validation are appropriate to 
each design and development stage, and identifying the responsibilities and authorities for website design and development.  

 
II. Scope 
 

This process applies to EOTA employees who require website development or maintenance. 
 
III. Responsibility 
 

Software Engineer / Designee (SE) - Responsible for approving and coordinating all website development. 
 
Program Manager / Designee (PM1) - Responsible for approving and coordinating all website development. 
 
Requestor - Responsible for effectively identifying request characteristics and approval of final product. 

 
IV Definitions 

 
Feasibility – Includes cost, resource requirements, plausibility and statutory/regulatory consideration. 
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This process will apply to receipt of a website development or maintenance request from ISDP-002, Training Production Process, or 
any approved EOTA process requiring delivery and post-delivery activities specified by the customer. 
 
1.0 Log on ITTF-016/ Discuss Characteristics With Requestor / Determine Feasibility 
 

The SE will log the request on ITTF-016, Website Development /Maintenance Log.  The project’s characteristics will be 
discussed with the requestor to determine the project’s feasibility. 
 
Where appropriate, the SE will identify the product by suitable means throughout product realization; the SE will control and 
record the unique identification of the product on ITTF-016, Website Development/Maintenance Log. 
 
1.1 If the project is feasible, submit for approval. 
1.2 If the project is not determined, the requestor is notified and the SE will close the entry on ITTF-016, Website 

Development/Maintenance Log. 
 
2.0 Coordinate w/ PM1 / Discuss Request / Feasibility  

Coordinate with PM1, informational email or seek approval for activities requiring additional resources. Update requestor on 
status of request. If request is denied, SE will close out log entry. 

 
3.0 Complete Development and Programming 
 

Complete development and programming in accordance with project/requestor requirements. Projects requiring more than two 
weeks coordination with others must include a project plan, timeline, and documented project management.   
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4.0 Complete Design and Development Review / Determine if Project is Accepted 
 

Verification testing will be completed through review with requestor, and/or comparison of product output with request 
(product input criterion). The results of this review and evidence of conformity with the acceptance criteria will be maintained 
on ITTF-016, Website Development / Maintenance Log. The finished project will be sent to the Requestor for acceptance. 
 
4.1 If the project is accepted, the SE will proceed to step 5.0. 
4.2 If the project is not accepted, the SE will return to step 3.0 for revision. 

 
 
5.0 Complete Validation Testing / Determine if Successful 
 

Validation testing will be conducted, in coordination with the requestor, wherein product requirements are defined, and 
Contract or order requirements differing from those previously expressed are resolved. Validation will occur under the same or 
similar conditions required by requestor during actual deployment/use of product. 
 
5.1 If validation testing is successful, the Requestor is notified and ITTF-016, Website Development/Maintenance Log is 

closed. 
5.2 If validation testing is not successful, the SE will proceed to step 6.0. 

 
6.0 Troubleshoot / Revise 
 

For problems discovered in validation testing, the SE will troubleshoot and revise. The SE will then proceed back to step 5.0. 
 
Upon successful validation of the product, the SE will deliver the product, update the requestor, and close-out the request on 
ITTF-016, Website Development/Maintenance Log.  Requestor acceptance will be annotated through an entry on ITTF-016, 
Website Development and Maintenance Log.   
 
Conformity of the product will be preserved and assured through back-up procedures throughout development, revision, and 
delivery.  This preservation will include identification, media storage and data protection as applicable.  
 
Note:  Any information posted to the EOTA website must be approved through the use of ITTF-014, Publication Review and 
Approval form. 
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