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Implementation Plan

	DATA ITEM DESCRIPTION

	1. Deliverable Name

Implementation Plan
	2. Deliverable Number
To be determined

	3. Description/Purpose

The Implementation Plan shall describe the Contractor’s operational preparation necessary for implementing the <Project Name> system.  It should describe the scope, impact analysis, installation of network, hardware, software, security, documentation, training, data conversion, interfaces, and staff transition to the new system. 

	4. Content Requirement
The following describes the minimum required content of the deliverable. Any changes to content must be approved by the state in advance.

The Implementation Plan shall include the following:

· Cover/title page.

· Document history.

· Table of contents.

· An introduction that includes the document’s purpose, suggested audience, and listing of key terms.

· An executive summary of the document’s content.

· Installation of Network and Hardware: Describe the approach to implementing the network and hardware. Identify the impact of network and hardware installation and modification. Identify the staff that will be impacted and all locations the implementation will impact.

· Software Installation: Describe the approach to implementation of software. Identify the impact of software installation, modification, and patch installation/management. Identify the staff who will be impacted including at a minimum state, customer/user community and contractor staff. 

· Documentation: Identify the documentation needed for implementation. Identify the staff who will be impacted including at a minimum state, customer/user community and contractor staff.

· Security: Identify the security and preparations needed for implementation. Identify the staff who will be impacted including at a minimum state, customer/user community and contractor staff.
· Training: Describe the approach to provide training. Identify the training needed for implementation by location. Identify the staff who will be impacted including at a minimum state, customer/user community and contractor staff. Identify the necessary training materials and other resources needed to perform training. 

· Data Conversion: Describe the approach to data conversion. Identify the impact of data conversion. Identify the staff who will be impacted including at a minimum state, customer/user community and contractor staff.
· Staff Transition to New System: Identify the approach the preparation needed for staff transition during the implementation. Identify the staff who will be impacted including at a minimum state, customer/user community and contractor staff. 

· Post Implementation Analysis: Identify what analysis will be performed after the specific subsection is completed. Identify the staff who will be impacted including at a minimum state, customer/user community and contractor staff.
Operational Preparation: This section shall describe the operational preparation necessary for implementation of the <Project Name> system. Each Operational Preparation subsection must address at a minimum:

· Location name

· Contact Point. Provide the name and phone number for the location contact point.

· Advance Planning and coordination. Identify the major areas that are considered. Identify the goals and issues for each major area. Identify all locations the strategy will impact.

· Preliminary Site Visits: Identify any needed site visits needed to prepare the site operations preparation strategy, implement the strategy, and/or evaluate the strategy  (post implementation). Produce site visit report after the Site Visits.

· Site Preparation Specification. Identify any needed preparation(s) that must occur. Provide measures of the preparation (number of documents, number of staff, etc.) Identify the tasks and describe who is responsible for each task. Include physical space needs, cabling, power, special environment needs (heat, humidity, etc.), access, and secure spaced for deployment, parking, inventory procedures for tools, escorts, keys, etc.

· Site Readiness Verification. Identify the means to verify and document that the site(s) is (are) ready for implementation.

· Acquiring Equipment. Describe the schedule and process to acquire and install needed equipment. 

· Site Specific Information. Describe the site-specific information needed for the implementation. Each subsection must address at a minimum:

· Location Name 

· Personnel Requirements. By team, describe the composition of the different implementation teams. Define each team member’s tasks. Provide a list of the personnel (state and contractor staff) needed for the Implementation. Identify who is responsible for providing each staff person. Include any special needs or considerations such as pre-authorization for access. 

· Schedule. Describe the detailed tasks and schedules for the Implementation, showing the interrelationships between the various aspects of implementing the systems (i.e. Site Visits, Training, Installation, etc.).

· Procedures. Provide the procedures needed for the Implementation. Include step-by-step procedures for hardware, software, telecommunications, training, and data conversion identifying the group or person(s) responsible for each step. Include anticipated error conditions and appropriate recovery procedures. Also include checklists for hardware, software, telecommunications, training, and data conversion.

· Supplies Needed. Provide a list of the supplies needed for the Implementation. Identify who is responsible for providing each supply.



	5. Preparation Instructions

The Contractor shall refer to the OSI Style Guide for format and preparation guidelines.
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