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Background:
Cutover is the period of time when the <Current System> data is migrating to the <New System>. Once the cutover activities have been completed, the <New System> System will become the system of record for the Migrating Counties.

The purpose of Cutover Activities Reference Guide is to provide planning and management of execution for all cutover activities.

County Cutover Checklist
As part of the planning efforts for cutover activities, the team has developed the County Cutover Checklist which details the tasks and activities that will be completed by each county. Tasks on the County Cutover Checklist correspond to related tasks on checklists executed by <Current System> project resources. Counties will use this County Cutover Checklist reference guide as their primary tool to execute any <Current System> related tasks. This document provides a detailed description of each task on the County Cutover Checklist. The tasks are listed in chronological order in the following timeframes:
· Pre-Cutover:  Tasks completed by the county up until the cutover processes begin (when the counties relinquish the <Current System> applications for cutover.

· Cutover:  Tasks completed by the county from the point when the counties relinquish the <Current System> applications for cutover until the counties go-live in <New System>.

· Post- Cutover:  Tasks completed by the county after go-live in <New System>.
How to Use this Guide
· Each task description in the County Checklist table links to the detailed description of that corresponding task in this reference guide. Additionally, each detailed description contains a link back to the task table for continued review of the checklist items.
· There are several tasks on the County Cutover Checklist which are listed multiple times due to the nature and timings of the activity. For example, tasks outlining county actions required for specific reports are listed once for each date the report is executed.

· <Name> and <Name> are the primary <Current System> contacts for any issues related to tasks, unless specified otherwise in the detailed task description:
· <Contact information>
· <Contact information 2>
· There are several tasks listed throughout the checklist which require counties to send the updated checklist to the <Current System> Project <(e-mail addresses)>. When each county returns the checklist, the “Completed By” column should be filled in with initials and dates for all of the tasks completed to date.
· The following columns are included on the County Cutover Checklist:
· No: Unique ID for each task.
· Task Description: County action to be taken. Clicking on the task description will take you to the details section of the reference guide for more information.

· <Current System> Notification: “Y” indicates that <Current System> will be sending a notification related to this task with more details on the date specified. A blank value indicates no additional notification will be sent from the <Current System> Project.

· <New System> Touch Point: “Y” indicates that the <New System> Project has requested to receive a status from <Current System> on these tasks.
· List Specific County: Indicates when a task is only applicable to specific counties.
· County Responsible Person/Contact Information: Lists the county resource who has been identified as the responsible person for completing the specific task. Each county will be asked to provide a list of county responsible persons prior to final distribution of the checklists.

· Suggested Timeline: This column indicates the date/ time when the task should be completed.

· Completed By (Initials & Date): This column is to be initialed/dated by the “County Responsible Person” once the task is completed.
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1.1 Pre-Cutover:  <Task Description>

Activities:  

Comments: 


Back to Checklist Item 1.1
1.2 Pre-Cutover:  <Task Description>

Activities:


Comments:

Back to Checklist Item 1.2
1.3 Pre-Cutover:  <Task Description>
Activities:

Comments:

Back to Checklist Item 1.3
1.4 Pre-Cutover:  <Task Description>

Activities:

Comments:

Back to Checklist Item 1.4
2.1 Cutover:  <Task Description>
Activities:

Comments:

Back to Checklist Item 2.1
2.2 
Cutover:  <Task Description>
Activities:

Comments:

Back to Checklist Item 2.2
2.3 
Cutover:  <Task Description>
Activities:

Comments:

Back to Checklist Item 2.3
2.4 
Cutover:  <Task Description>
Activities:

Comments:

Back to Checklist Item 2.4

 
3.1
Post Cutover:  <Task Description>

Activities:

Comments:

Back to Checklist Item 3.1
3.2 Post Cutover:  <Task Description>
Activities:

Comments:

Back to Checklist Item 3.2
3.3 
Post Cutover:  <Task Description>

Activities:

Comments:

Back to Checklist Item 3.3
3.4 
Post Cutover:  <Task Description>
Activities:

Comments:

Back to Checklist Item 3.4
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