RD I nstruction 2006- X
PART 2006 - MANAGEMENT
Subpart X - Policies for Locally Devel oped Applications Software
§2006. 1151 Cener al
This Instruction establishes policies, responsibilities, and procedures
concerni ng devel opnent, use, approval, and distribution of |ocally devel oped

applications software.

§2006. 1152 Definitions.

I nformati on Resources Manager. Senior State official responsible to the
State Director for automation activities within a State. Synonynous with
Aut onat ed Data Processi ng Coordi nator

Local | y devel oped applications software. Locally devel oped applications
software i s designed, developed, tested, and used by Rural Devel opnent
enpl oyees in County, District, or State Ofices. The applications
software relies on existing word processing, spreadsheet, and database
software tools available to field offices.

Programmed software. This includes executable programs witten using (in
whol e or in part) higher |evel |anguages or tools such as BASIC, C, Unix
Shel |, and Oracle SQ..

Sof tware Review Team A Software Review Teamis established to expedite
clearance and approval of software proposed for installation at one or
nore sites in nore than one State. Conputer specialists are appointed to
the team by the Assistant Administrator for Information Systens
Managenment (AAISM. The Deputy Adm nistrators appoint the appropriate
Rur al Devel opnent program or administrative specialists. The originator
and/or the Informati on Resources Manager fromthe State subnmitting the
docunentation may be requested to participate as a team nenber

§2006. 1153 Policy.

The following applies to all software to be installed on Rura
Devel opnent owned or | eased conputers:

(a) Al programmed software activities within Rural Devel opnent shal
follow life cycle nanagenent procedures and conply with the requirenents
of Rural Devel opnent
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§2006. 1153 (a) (Con.)

Instruction 2006-V. In a continuing effort to inprove software usability
and quality, field office enployees are encouraged to becone increasingly
involved in contributing to the devel opnment of programred software by
participating in life cycle managenent activities, such as defining field
user requirenents and functional specifications, evaluating existing
programed software and recomrendi ng enhancenents, devel opi ng user
acceptance test criteria, conducting user testing, and eval uating
programmed software devel oped by the Agency.

(b) State Directors may authorize enpl oyees to work during normal duty
hours on the devel opnment of applications software.

(c) Automation of repetitive, resource-intensive tasks that nust be
performed in field offices is intended to free enpl oyees to nore
efficiently serve the public. Locally devel oped applications software
used to prepare reports, determ ne office budgets, to track

adm ni strative or other simlar activities, is encouraged. Locally
devel oped applications software shall not be used to determ ne
eligibiTity for Toans, grants, related servicing actions, or otherw se
I npact an applicant or borrower, either directly or indirectly.
Recommendations for software that would affect borrowers or applicants
must be submtted on a Form RD2006- 15, "Request for Automation” to the
appropriate Informati on Systens Managenent (ISM organization as
prescribed in RD Instruction 2006-T.

(d) County, District, and State O fice enpl oyees are to use vendor

sof tware packages approved as "Rural Devel opment defined officia
software" in accordance with the unnunbered letter issued periodically by
the AAISM and currently installed on | ocal office equipnent to devel op
spreadsheet applications, database applications that prepare reports from
exi sting dat abases, graphics applications, and word processing
applications to acconplish applicable office operations.

(e) Locally devel oped applications software shall

(1) Inprove the efficiency and effectiveness of Rural Devel opnent
oper ations;

(2) Conplenent or support Agency program or adm nistrative
procedures/ policies rather than operate counter to, revise, or
ot herwi se alter them
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§2006. 1153(e) (Con.)

(3) Not duplicate or replace (in part or in total) a process
performed by O ficial Agency Automated Systens. (Enployees are
encouraged to submit ideas and suggestions for inproving Oficia
Agency Automated Systens through their State Directors.);

(4) Not alter the operating system environnental variables, any
proprietary software (such as Mcrosoft Word, Prelude, Oracle), the
AT&T utility software, or official Agency software listed in the
unnunbered | etter issued periodically by the AAl SM

(5) Be evaluated and tested by the devel oper for accuracy and
assurance that it has no inpact on other software;

(6) Be supported by full docunentation that consists of software
docunent ati on, operating instructions, and
installation/deinstallation instructions; and

(7) Be evaluated and nmintained in accordance with National and
State policies and procedures as well as Federal regulations and
gui dance on software devel opnent.

§2006. 1154 Revi ew and approval .

(a) Applications software installed at nore than one site within a
State. Software proposed for installation at nore than one site within
the State Office jurisdiction shall be forwarded to the State Information
Resources Manager for evaluation, clearance and approval in accordance

wi th Agency policies and any policy established by the State Director
before it is installed at nore than one site. The State Information
Resources Manager shall assign responsibility for the support, use, and
mai nt enance of such software

(b) Applications software installed in nore than one State.
Prior to being installed at one or nore sites in nore than one State,
applications software shall

(1) Be subnmitted for review (along with all acconpanyi ng and
appropriate docunentation) and recomendation to the State

I nformati on Resources Managers involved in accordance with policy
established by each State Director; and

(2) Be subnmitted to the Software Review Teamin the National Ofice
for expedited evaluation, testing, and approval.
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8§2006. 1155 Roles and Responsibilities.

(a) The AAISMis responsible for

(b)

(1) Inplenmentation of RD Instruction 2006-V,

(2) National configuration nanagenent of all Agency conputer
equi pnent and software;

(3) Evaluation, design, managenent, and distribution of all Agency
software at the national or multistate |evel;

(4) Assessing locally devel oped applications software for
nmul ti state and nationwi de applicability and assuring on-going

mai nt enance and support;

(5) Establishing and nmanagi ng the Software Revi ew Team

(6) Mnitoring utilization of Agency automation resources; and
(7) Coordinating with the appropriate program or admnistrative
organi zation in the National Ofice to provide support for
applications software to be installed on a national or nultistate

| evel .

The Software Review Teamis responsible for evaluating software and

rel ated docunentation submtted by a State for inplenmentation on a

nmul tistate or national |evel, nmaking recomendati ons to the AAISM for
approval or disapproval of such software, and preparing a response to the
State Office. (Revised 09-04-96, PN 265.)

(¢)

State Directors have responsibility for

(1) Establishing a State policy for the design, devel oprment,
testing, mmintenance, clearance, and approval of |ocally devel oped
applications software including its review by the applicable State
program chi ef

(2) Ensuring that applications software devel oped and distributed
within their State are conpatible with existing hardware and
sof tware configurations;

(3) Mnitoring locally devel oped applications software efforts to
m nimze the nunber of redundant applications in their State;
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(4) Providing evaluation, approval, training, support, and
mai nt enance of | ocally devel oped applications software installed at
nore than one site within their State jurisdiction; and

(5) Submitting for evaluation and review | ocally devel oped
applications software that is reconmended for distribution to
anot her State.

(d) Information Resources Managers have responsibility for

(1) Reviewi ng, evaluating, testing, and approving applications
software and rel ated docunentation in a tinmely manner and in
accordance with national and State policy prior to installation at
nore than one site within the State;

(2) Training or appointing designated personnel that have adequate
experience and/or training to train other personnel on applications
software devel oped within their State; and

(3) Assenbling and submitting a conpl ete package consisting of al
appropriate docunentation and applications software to the Software
Revi ew Team when the application is proposed to be considered for
use in nultiple States.

§2006. 1156 Subnitting requests to the Software Review Team All requests to
the Software Review Team shall be submitted by the State Director to the AAI SM

and shall include, at a mininum a cover letter, FormRD
2006- 15, and supporting docunentation. The cover letter shall request review
by the Software Review Team and |ist all attachnents and enclosures. In

addition, the request nust establish the foll ow ng:
(a) description of the problemor need for automation;

(b) What the application software will do, howit will neet the need,
and who the user group wll be;

(c) The relationship to other software and/or applications software, if
any;

(d) Reconmendation on how and by whomit wll be nmaintained;

(e) Benefits and costs associated with inplenentation, to the extent
they can be identified; and

(f) The inmpact of not inplenenting.
8§82006. 1157 - 2006. 1200 [ Reserved]
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