Critical Design Review (CDR) Welcome Instructions

This document explains the CDR process used by Grants.gov to review form designed by the Forms Factory (FF) prior to full development.   The design material contained in the CDR was developed by the FF based on the approved requirements submitted by the requesting agency.  

· Materials: CDR Materials typically include an updated Data Analysis Template (DAT), a working prototype of the electronic form, and design notes.

· Reviewers: Representatives responsible for reviewing the CDR materials include the Agency, Grants.Gov PMO, and the IV&V contractor.  Reviewers should provide written feedback using the enclosed CDR Feedback Form.   

· Format: The CDR is generally conducted through an email review and typically completed in 2 business days.  Occasionally, a face-to-face meeting may be scheduled.

· Schedule:  CDRs are scheduled based on the published schedule for the respective form.  Timely response to CDR materials is required to maintain the overall development schedule.

CDR Contents

CDR materials are distributed using email with attachments.  Reviewers should first download the files to a local or network drive before proceeding.  The following paragraphs explain each of the attachments that typically accompany a CDR.

· Critical Design Review (CDR) Welcome.doc.  The name of this file, which explains the CDR process.

· HUD29941.xfd  Where aaa=Agency and xxxxx = form number.  For example: HUD29941.xfd.xml is the electronic form developed for the HUD’s 2994 form.  This file is a prototype of the electronic form and must be reviewed using the PureEdge viewer (see “Reviewing The Prototype” at the end of this document).  It should be reviewed to insure that the physical design of the form meets the needs of the agency.  This form will not include many of the business rules and validation to be provided in the final form. The form may also not include all of the Help Tips.  Reviews should review this form along with the DAT provided to understand the complete specification for the form.  

· DAT-aaa-xxxxx_FF_vnnrnn.xls  Where aaa=Agency, xxxxx = form number, and nn = version number.  For example: DAT-HUD-2994_FF_v03r01 is the 1st release of the 3rd version of the DAT developed for the HUD’s 2994 form.  This document is an Excel file that provides the design specifics for each of the form elements.  It is developed by the FF during the design process using the DAT provided by the Agency as a starting point.    This file may contain updates to the DAT provided by the Agency based on data standards used by Grants.gov.  This version of the DAT also includes additional information (new columns within the Excel file) for each item which include the following:  

· GUI Element Type.   Provides the type of input such as, CheckBox.

· XML Schema Field Name.  Defines the name of the XML element that will reference the value within the XML file.  System-to-system users will reference values of submitted forms using this name. 

· Order Sequence.  Defines the tabbing sequence used during data entry.

· Group Name.  Defines the group name used within the XML file for the element.

· Help Tip.  Specifies the text displayed for the item during data entry. 

· Accessibility Text.  Specifies the text used by Accessibility readers (i.e., JAWS) during data entry.  This is generally the same as the Help Tip..

· Error Msg.  Specifies the text used for error conditions related to the item.  Typically, this item is not provided by the FF, but may be provided by the Agency.

· HUD-2994_DAT_NOTES.doc
This document provides a summary of the decisions made during the requirements validation and design steps.   A status is provided for each item.  “Closed” items provide additional information on decisions made related to form design.  “Open” items have not been resolved and should be reviewed closely.  This document contains two major sections

· “Requirements Notes,” which provides a summary of decisions made during the requirements validation process.

· “Prototype/Design Notes,” which provides a summary of changes made during the design process. During the development of the form, the FF may have made changes based on standards, usability issues, physical limitations, or other technical issues.  These items should be reviewed closely to insure that all changes are appropriate.

· CDR Feedback Form aaaxxxx nnnnnn.doc   This file is a Word document to be used to provide feedback on the CDR materials.  This file should be renamed substituting the aaaxxxx for the Agency and form number, and the nnnnnn with the last name of the reviewer.  For example, CDR Feedback Form HUD2994 Smith.doc is the form submitted by the person named “Smith” for the form HUD-2994.  This form should be forward to Grants.gov at the end of the CDR period.

Reviewing the Prototype
Included in this CDR package is the Prototype [i.e., HUD2994.xdf] of the form, which was created, based on the Data Analysis Requirements provided. This is the interface that the applicant will be using to fill out the form. This prototype is provided to illustrate the design and simulate the final form. Please keep in mind that it does not include all of the business logic that will be involved. 

To view this prototype, you will need to download the PureEdge Viewer. For instructions on downloading and installing the PureEdge Viewer, access the link below: 

http://www.grants.gov/DownloadViewer
Note:  When saving the prototype, some email systems may rename the file with an “.xml” extension.  If this occurs, rename the file so that the extension is “.xfd”.  
