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Preface

From their inception, computer centers follow very similar growth patterns
and suffer many of the same growing pains. Virtually every computer center
has experienced, or will experience, the consequences of the lack of stan-
dardized documentation and procedures. The Data Processing Documenta-
tion and Procedures Manual (called “DP Manual” for short) is designed for
use by a computer center whose management and personnel have recog-
nized the importance of systems and general computer center documenta-
tion and of internal and external DP procedures standardization. The DP
Manual is intended to minimize the effort required to develop a stan-
dardized documentation and procedures package while maximizing the ef-
fectiveness and usefulness of the final product.

Though few corporate officers will admit it, the computer center is
becoming, or perhaps already is, the nucleus of corporate operations. As the
scope and integration of computer-based information systems increases, so
will the corporate dependency on the computer center for a smooth and
efficient operation. Unfortunately, because of the inordinate corporate de-
mands, personnel turnover, and lack of standardized DP procedures, com-
puter centers as a whole are not well organized (often through no fault of DP
management). Implementation of the DP Manual will help curb inordinate
corporate demands by standardizing DP procedures and will ease the pain of
the loss of key personnel through the judicious use of documentation.

There exists a myriad of approaches to the development of a DP
Manual—this manual illustrates one approach and its final product. The DP
Manual is based on a standardized system development methodology, which
is presented, in depth, in the manual. The approach used emphasizes two
very important aspects of successful computer center operation. First, the
user and top management are continually involved as a matter of policy and
according to standard procedures. Second, in order to eliminate misun-
derstandings and numerous subsequent revisions of previous work, all com-
munications and documentation are written according to a comprehensive
set of instructions. The manual is not limited to documentation and proce-
dures for systems and programming; it also encompasses all aspects of
routine computer center operation.
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The approach taken in the preparation of this manual was to make it as
ready-to-use as possible. It is 90 to 100 percent ready-to-use depending upon
what minor local changes would be required. Many computer centers cannot
afford the luxury of dedicating 1 to 3 man-years of effort to the development
of a DP documentation and procedures manual (especially when there is no
guarantee that the end result will be acceptable). This manual will enable
computer center staff to implement a comprehensive set of standardized
documentation practices and procedures with a minimum expenditure of
time and effort. Implementing the complete DP Manual is not necessary.
Using specific forms and/or procedures, or even parts of each, may be help-
ful.

The implementation of the DP Documentation and Procedures Manual
can have a very positive effect on management efficiency. The DP Manual
provides an excellent vehicle for project management. It includes project
management aids made possible by the standardized methodology and proj-
ect management procedures. The aids enable management to gather histori-
cal data that will aid in future project resource estimation. The basic project
management procedures set forth in the DP Manual can be easily automated
on an in-house basis. The DP Manual eases the requirement for DP man-
agement to direct every activity by detailing each person’s responsibilities
and tasks. The procedures detailed in the DP Manual dictate that DP efforts
be channelled to projects on a priority basis and only when resources be-
come available. As a result of establishing rigorous project initiation proce-
dures, management will probably experience substantial decreases (up to 75
percent) in the number of work requests.

The DP Manual is divided into four parts. Part I, System Documenta-
tion and Procedures in the DP Environment, discusses documentation in
general and explains how to use the remainder of the manual. Part II,
System Development and Implementation, provides a vehicle by which
comprehensive system and program documentation can be routinely com-
piled and maintained for on-line and batch systems, and a set of standard
procedures for system development that are intended to improve the
programmer-analyst-management interface and the DP-user interface.
These procedures should substantially increase the effectiveness of all per-
sons concerned in system development and implementation. Part III, Gen-
eral Computer Center Documentation, contains techniques for document-
ing computer center hardware, defining the organizational structure and
personnel functions, and establishing a comprehensive training and career
development program. Finally, Part IV, Hardware and Software Evaluation
and Selection, presents a standard procedure, complete with forms and
instructions, for the evaluation and selection of computer hardware and
software. Parts III and IV address areas of computer center documentation
and procedures that traditionally have been overlooked in favor of the
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crisis-oriented system development process; however, the importance of
these areas is becoming more visible as computer centers become oper-
ationally more complex.

Part II, System Development and Implementation, because of its
unique format, needs further explanation. The format of Part II is unique
within the industry. All user-DP activities and documentation forms are
conveniently interrelated via work flow diagrams. This completely inte-
grated approach to systems development provides a master plan by which
both users and DP professionals can be proactive, rather than reactive, to
each other during system development and implementation. Part II, which
is hardware and software independent, contains three types of
documentation—intermediate, permanent, and project management. The
intermediate documentation is a vehicle by which analysts and programmers
can make orderly transitions through the various phases of the system de-
velopment process. Permanent documentation provides for a comprehen-
sive description of all facets of a given information system. Project manage-
ment documentation provides the framework for scheduling, control, and
evaluation of projects.

Every entry in every form of Part II was carefully studied with respect to
usefulness, maintainability, space requirements, responsibility, and redun-
dancy. These entries were screened so that only those that are absolutely
necessary are included in the permanent documentation. Where possible,
forms are designed in a matrix format, which is easy to complete and use.
Those pieces of documentation that are primarily text are completed on a
more flexible general purpose form. Each form has instructions that include
purpose, assignment of responsibility, and specific instructions for the com-
pletion of each entry. Design and maintenance of data base management
systems have been incorporated into the procedures and forms of the DP
Manual.

Part III, Chapter 8, “Hardware Documentation: Computer, Peripher-
als, Communications,” details a standardized procedure and a methodology
for maintaining an up-to-date Hardware Configuration Chart complete with
the hardware specifications necessary for hardware selection and interfacing,
and for systems analysis and design. Chapter 9, “Structural Organization and
Personnel,” formally establishes the lines of authority, responsibilities, and
duties of all computer center personnel. For the purposes of morale, per-
sonnel retention, and maintaining state-of-the-art expertise, each computer
center should maintain a training and career development program. Chapter
10, “Training and Career Development,” provides an effective and efficient
method for establishing and maintaining such a program.

The decision to purchase or lease a particular proprietary software pack-
age, a new computer system, or a computer service could have far reaching
effects on the corporation. Therefore, these decisions should be based on the
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best available information and a rigorous evaluation and selection methodol-
ogy. Part IV presents an evaluation and selection methodology that ensures
that all facets of the decision process are investigated and properly
evaluated.

The DP Manual should prove useful to all persons involved in DP
management: systems analysts, programmers, data base administrators,
users of DP, and people in specialized positions dealing with DP standards,
documentation, and procedures. A given computer center could save several
man-years of effort by adopting the DP Manual in its entirety. However, if
the manual as a whole is not appropriate, each of the above named persons
can extract hundreds of ideas, approaches, methods, and/or procedures from
the DP Manual. Used in this manner, the DP Manual can still save man-
months, perhaps even man-years, of effort.

The DP Manual was written as a professional DP reference manual;
however, it is an excellent supplemental text for college/university courses in
systems analysis and design. Most texts in this area are usually too general
and lack the detail necessary to give the student a good feel for the systems
development process. The DP Manual contains a concise, yet complete
methodology, which explicitly defines the job functions of the various DP
professionals and implicitly defines the “real world” in which the DP profes-
sional works. Also, any class projects, systems analysis, and/or programming
can be completed utilizing the procedures set forth in the DP Manual. The
DP Manual has been tried, and proven effective, in the university
classroom.

The successful computer centers of today and tomorrow have or will
have DP documentation and procedures manuals of some kind. The need for
DP project management, the mobility of DP personnel, the increasing re-
quests from auditors to investigate certain aspects of computer-based infor-
mation systems, and the complexity of on-line systems development are
among the factors that make an internal DP manual an absolute necessity.
This DP Manual will be of help in the improvement and/or preparation of
such manuals.

Larry E. Long
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Documentation Principles and
Practices

System and System Development Documentation

Perhaps the single most important ingredient for the ultimate success in an
automated data processing environment is strict adherence to sound
documentation principles and practices by both user and DP personnel both
during system development and after implementation. Certainly construc-
tion of an office building would not begin until plans had been drawn and
approved by all concerned. And so it is with developing a new computer
system. System documentation provides the foundation for the development
of the computer system and provides a mechanism to ensure that the system
will accomplish the original objectives. After system implementation there is
a need to maintain a computer system just as there is a need to perform
maintenance on a skyscraper. For efficient maintenance, system documenta-
tion is as necessary for a computer system as a blueprint is for a building.

Documentation is often thought of as noncreative by both user and DP
personnel alike. It is, and has been in the past (in less sophisticated DP
environments), given a very low priority during and after the system de-
velopment process. Therefore, any documentation compiled at project com-
pletion was usually haphazard and incomplete (sometimes causing more
harm than good).

In DP, there is always another fire to fight, and too often the emphasis
has been on implementation at any cost. System documentation has been
brushed over lightly, if at all, and another fire fight begins. An unsuccessful
DP shop can operate indefinitely without establishing formal standards for
documentation. The Data Processing Documentation and Procedures Man-
ual (the DP Manual) provides a mechanism for insuring that standard proce-
dures, as well as proper documentation principles and practices, are adhered
to during the system development process and after system implementation
(Part II).

Documentation takes personnel time, and consequently added costs are
incurred. However, it should be noted, and often it is not, that the savings in
personnel time as a result of proper documentation far exceed the costs over



