Instructions for filling out the
Y2K Problem Solving Plan
Objective


The objective of this document is to enable all departments to use a standard form for contingency planning of Y2K problems. This form will help to summarize important topics of a Y2K problem solving plan by grouping systems in order of importance which will make proper planning easier.

How to fill out the form

The Y2K Problem Solving Plan has three sections dealing with systems of first-level importance, second level importance and third level importance respectively. The instructions for these forms are essentially the same, but they deal with systems of the corresponding level of importance. 

This type of form contains 2 parts:

Part 1: Summary information

Summarize the data for the systems which must be corrected as identified in the Y2K problem solving systems inventory and combine the items into the list of systems. Details of the Y2K problem solving plan must be listed for each of the following items:

IT systems
1 Application Software Systems: list application systems developed in-house or by software companies (e.g. budget account system).

2 Database and Data Information: list databases and/or information using  dates or which uses dates to process information (e.g. accounting database, salary database).

3 Software: (OS, NOS, DBMS, Compiler, Utilities, Tools, S/W Package) list the name of the operating systems in micro computer and network system (e.g. Dos, Netware, Unix), database management (e.g. Oracle, Informix, FoxPro, MS-Access), programs or equipment used for system development or system maintenance (E.g. Power Builder, Visual Basic, Turbo C, Norton Utilities)

4 Hardware: (Mainframe, Mini, Server, PC, Terminal, BIOS) list computer hardware used in each organization.

5 Network Equipment: list the devices or equipment used in communication (e.g. Router, PABX).
NON-IT systems
6 Computer Embedded Equipment and Equipment Relating to the Department's Main Duties: list equipment with an embedded computer (e.g. medical instruments, schedule-finding device).

7 Other Devices/Equipment: list devices/equipment not related to the main duties (e.g. lift, mobile phone, pager).

For each of these systems the following information should be provided in the corresponding columns:

1. Date-related impact (1-6)

Classify the effect on the system on a scale from 1-6:

1. Any relevant activity ceases functioning, the system cannot work or cannot be overridden manually anymore.

2. Faulty operation which may be harmful to other workers.

3. Faulty operation in data systems that will produce false information.

4. Unreliable functioning.

5. The systems may produce errors that can be manually corrected.

6. Operation will not be affected by the Y2K problem.

2. Problem level (1-4)

Classify the problem level on a scale from 1-4:
1. Computer stops functioning.

2. Impact on the main function; for example, false operation of the main system. 

3. Impact on support systems, such as, an incorrect report produced or errors in the data backup.

3. Solutions
 Method or process

1. Contract-out or outsourcing (specify the employer and his/her process).

2. Purchasing  (explain the details).

3. In-house implementation (specify the way, e.g. BIOS patching, version changing, program or database correcting).

4. Others (clearly mention the details).

Time period

Specify the date/moth/year of the start and end of the implementation of a plan.
4. People responsible
Specify the name of the principal person(s) responsible for the work and, if applicable, the number of extra people which need to be employed to do the work. 

5. Budget
Amount of Money

Specify the amount of money required as well as the source of the money and the budget year. 

Sources of Money

1. Government budget: (1) Adjust or change item, (2) newly allocated budget, (3) budget for investment (4), Other.

2. Specific budgets: (1) Local loan, (2) Foreign loan, (3) Local donations, (4) Foreign donations, (5) From revenues, (6) Local grant, (7) Foreign grant, (8) Other.

3. Other (specify).

Fiscal or budget year
Specify the year the money has been used according to the source.

Part 2: Detailed description of the systems

List the work for which certain systems are required: hardware, software, network equipment, other devices, application systems, date-related databases (such as criminal protection or census records). Also, mention different systems required to function simultaneously in order to achieve its objectives; for example, a boat navigational system which requires systems like GPS, radar and compass. These devices are used to verify and correct the ship's route.

1. 2.1 List of systems that must be completed
Detailed descriptions of the systems from the inventory. 
1.1 2.2 Type of work
Specify the type of work which functions together with hardware, software, network system, other equipment, applicable system, date-related database, such as, criminal protection or census records, or simultaneous operation of system in order to achieve its objectives; for example, boat piloting system consisting of GPS, radar, compass. These devices are used to make correct ship's voyage.

1.2 2.3 Total impact
Specifiy the total impact of the system; for instance, computer embedded equipment like a medical instruments and other electronic equipment which have an impact on patient's services, technical work. This kind of effect will have a problem to services and medical works.

1.3 2.4-2.6 
Specify the duration of the plan, testing procedures and guidelines for each system.

2. 2.4 Contingency Plan's Detail
List the plan's detail (Optional). 
Reporter 

Specify the name of the head of Y2K problem solving committee of the department.

Specify the department, the ministry or the bureau.

