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Purpose
The following document describes the procedure to find information on business processes related to Urban Programs and converting that information into the Integrated Definition (IDEF) standard.  The IDEF standard is particularly functional in providing an organized structure for business process information, thus allowing users to efficiently analyze detailed processes and build a concise framework to describe it.  The content of the business process models in IDEF will might be of interest to parties such as the Virginia Department of Transportation (VDOT) and the Center for Risk Management of Engineering Systems due to the impact the models may have on the Six-Year Program (SYP) and the Statewide Transportation Improvement Program (STIP).
Approach
To better understand the effort involved in gathering information about business processes and converting that information into the IDEF standard, the procedure will be applied to a case study involving Urban Programs.  This section outlines an overview the methodology involved followed by a more detailed description.  A general approach to gather necessary information and mapping that information into IDEF that can be applied to Urban Programs is as follows:
1) Schedule an appointment for a phone or personal interview with an upper level employee within Urban Programs
2) Prepare a set of questions that will answer objectives described by the IDEF model

3) Conduct the interview at the scheduled time

4) Combine interview notes with other outside information to compile a comprehensive collection of relevant information

5) Organize information into individual elements described by the IDEF standard

6) Apply the information to the elements and create an IDEF model

The first step in the methodology is to schedule an appointment for a phone or personal interview with an upper level employee within Urban Programs.  For example, an interviewer would contact an Urban Program Manager for a specific district.  However, one first must find contact information.  The best source of contact information is the Internet.  Contact information is available; it just needs to be found.
Once a name and phone number or email address have been found, the individual conducting research must make contact with the found upper level employee.  More than one call or email will most likely be made until you get a response.  Persistence is crucial.  The majority of the responsibility to initiate contact lies on the shoulders of the researcher since the researcher has higher motives in the project.

The second step is to prepare a set of questions that will answer objectives described by the IDEF model.  If proper preparation is taken into consideration, large amounts of time will be saved in the long run.  The interviewer must always think with the end in mind.  Form questions that point responses to answers that fill in the blanks of the IDEF model.  A good approach is to look at the IDEF model first, and then formulate questions after seeing what the end result should look like.  For example, ask questions about inputs, controls, mechanisms, and outputs for specific Urban Program activities.
The third step is to conduct the interview at the scheduled time.  Promptness is always a good practice.  The interviewee, a high level employee within Urban Programs, probably has a very busy schedule and most likely will not wait around to talk to someone soliciting information.  Conversely, contacting the interview earlier than the scheduled time may interfere with the full schedule of the interviewee.
During the interview, a continuous flow of information is essential.  The longer an interviewee is kept talking, there will be a larger the amount of information available. Interviewing is an art form that is developed over time, and with practice, questions will transition more seamlessly and essential information will be given in response to your strategically formulated questions.

The fourth step is to combine interview notes with other outside information to compile a comprehensive collection of relevant information.  A compilation of gathered information will improve the completeness of steps involved in the business process.  In addition, the information gathered in the interview can be cross referenced with outside information to confirm its validity and clear up any misunderstandings or missing parts.

The fifth step is to organize information into individual elements described by the IDEF standard.  If the interview preparation and interview was organized with the IDEF model in mind, then this step should be fairly easy.  The responses to the question should directly map into IDEF.  However, there may be information either from the interview or gathered from outside sources that have an unclear destination in the IDEF model and should be organized with similar information already classified. 

To review, the elements of an activity within a process include inputs, controls, mechanisms, and outputs.  Inputs are items that are consumed or modified in the process, such as traffic analysis, soil investigation, and information meetings.  Controls are items that are constraints on the operation of the project, such as funding, requirements, and legislation.  Mechanisms are items that are used to perform the process, but are not themselves consumed, such as files or external contractors.  Outputs are results from the process, such as the result of the finished construction project or having a path for construction clear of all utilities and private land owners.
The sixth step is to apply the information to the elements and create an IDEF model using BPWin from Computer Associates.  BPWin uses IDEF0 as a specific business process modeling standard.  To map the information into IDEF0, the information needs to be organized into activities, or specific tasks, and their corresponding inputs, controls, mechanisms, and outputs, as described above.
Results


From the interview with an Urban Programs Manager from a large state district, detailed information was gathered about the intricacies of Urban Programs and how they pertain to the STIP.  The contacted person is the Urban Programs Manager for the Hampton Roads Southside including Chesapeake, Virginia Beach, Norfolk, Portsmouth, Suffolk, Franklin, Emporia, Smithfield, and Chincoteague, and can provide insightful comments on Urban Program business processes.

Questions asked during the interview flowed in an organized top-down fashion.  First, introductory and overview questions were asked to get background and a better understanding of Urban Program processes.  Next, to transition into more specific questions, Beasley identified an outline for the activities of Urban Program processes.  When the activities were established, a more detailed description of each activity was explored.  Breaking down each activity into the inputs, controls, mechanisms, and outputs, not only provided a systematic progression of questions, but also provided the groundwork for future application of the activities into IDEF.
Discussion

The procedures described above outline a general methodology to gather business process information and convert that information into IDEF standards.  The underlying factor is the amount of information gathered.  To obtain as much information as possible, persistence is needed.  Continually searching for the next interview or another resource will open doors to new information.  IDEF has specific standards, but can be applied across many applications.  The effort to gathering information that focuses on individual elements of the IDEF model will aide the effort to concentrate on one application, and will ultimately lead to a comprehensive business process model in IDEF.
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