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Project Details
	Project Name
	

	Project Type
	(e.g. New Initiative or Phase II)

	Project Start Date
	

	Project End Date
	

	Project Sponsor
	

	Primary Driver
	(e.g. Mandatory or Efficiency)

	Secondary Driver
	

	Division
	

	Project Manager/Department
	


Summary

Define the basic project goals and the high level deployment steps outlined in this document.
Deployment Strategy & Approach
Provide a high-level summary of the deployment strategy and approach planned for the project. Consider options such as waves, pilot launches, regular release cycles, “big bang” and direct installation vs. parallel installation. Reference any documents that are used to manage release/deployment.  Include timeline information. 
	Target Group 

	Target Deployments/Dates
	Target Group
	Scope of Release/Rollout


	[Identify the number of users and locations (if applicable) receiving this release/rollout]
	[Initial Pilot: TBD
Or 

Release v1 or TBD]
	[Site/# of Users]
	

	
	
	
	

	
	
	
	


Deployment Plan

The Deployment Plan section provides detailed information on the deployment of the software application/system. Included in the Deployment Plan is schedule and resource information, the engagement and promotion strategy, deployment methods, technology infrastructure and support considerations, deployment testing and training requirement, and any known conflicts or issues with the software.

Deployment Schedule and Resources

	User Group/Site
	Scheduled Release Dates
	Resource Requirements

	[Group/Site]
	[MMMDDYYY]
	[Identify deployment team requirements. Include all members. (For example, development lead, support staff, operations staff, etc]

	[Group/Site]
	[MMMDDYYY]
	[Identify deployment team requirements]

	
	
	


Communication Strategy

Describe the communication strategy that will be used for deployment. List who will initiate and/or be responsible for engaging the sites. Identify the communication materials that will be used to support the deployment including presentations, promotion materials, meetings, and similar communication media.
Technology, Infrastructure, and Support Considerations

	User Group/Site
	Technology/Infrastructure Requirements
	Support Requirements

	[Group/Site]
	[Identify any technology or infrastructure requirements for the site/recipients]
	[Identify any support requirements ]

	
	
	

	
	
	


Testing Methods and User Acceptance

[Identify the testing methods that will be used for assessing the project]

Training Requirements

	User Group/Site
	Scheduled Dates
	Trainer
	Materials

	[Group/Site]
	[MMMDDYYY]
	[Trainer]
	[Required training materials]

	
	
	
	

	
	
	
	


Benefits

[Describe tangible and intangible benefits realized from the recommended approach]
Assumptions

[List any assumptions associated with the deployment approach]
Risks and Issues
	Critical or High Risks or Issues
	Mitigation Plan

	[Identify any issues or risks that may affect deployment along with an estimation of users that will be impacted] 
	[Identify the activities that are planned to mitigate/resolve the risk or issue]

	[Other risks or issues]
	[Identify the activities that are planned to mitigate/resolve the risk or issue]

	
	


Documentation

[Identify any documents that will be used to support the deployment and where they are stored (Google Docs, Webspace, etc.) These documents may include Support Issues Tracking Log, Training Plan, Communication Plan, etc].
Approval and Sign-Off

	Role
	Name/Signature/Date

	Project Manager
	<Enter name. Obtain signature and date >

	Program Manager
	<Enter name. Obtain signature and date >

	Sponsor
	<Enter name. Obtain signature and date >
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