PREPARATION PHASE

SIGN-OFF CHECKLIST

Program managers must assure that key deliverables and milestones are completed and achieved prior to proceeding into the next phase of implementation.   Below is a list of key activities and deliverables that should be completed and a signoff secured for the Preparation Phase:

	Activity / Deliverable
	 * * * Signoff * * *

	
	Client
	SI
	Other

	
	Sign & Date
	Sign & Date
	Sign & Date

	1. Project Charter completed and communicated
	
	
	

	2. Overall Plan and Timeline created 
	
	
	

	3. Project Organization Chart completed and roles secured
	
	
	

	4. Roles and Responsibilities clearly defined and communicated
	
	
	

	5. Detailed plan for Defining Requirements complete and communicated
	
	
	

	6. Project Team Training Plan complete
	
	
	

	7. Project Team Trained on Implementation Methodology to be used 
	
	
	

	8. Project Team Training Scheduled
	
	
	

	9. Project Standards established and communicated 
	
	
	

	10. Project status
	
	
	

	11. Project communication
	
	
	

	12. Issues management
	
	
	

	13. Scope management / Change orders
	
	
	

	14. Project documentation
	
	
	

	15. Technical Standards established and communicated
	
	
	

	16. Configuration and configuration documentation
	
	
	

	17. Information Assurance plan approved
	
	
	

	18. Development
	
	
	

	19. Testing
	
	
	

	20. System authorization
	
	
	

	21. System planning complete and non-functional requirements defined
	
	
	

	22. System installed for use in project team training and ‘playground’ for requirements
	
	
	

	23. Organizational Readiness results reviewed
	
	
	

	24. Change Management Plan complete
	
	
	

	25. Communication Plan completed and initiated
	
	
	

	26. Project risks identified and mitigation plan developed
	
	
	

	27. Software vendor QA performed and recommendations addressed
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