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Executive Overview
Summarise the key points in the report.  The overview should not focus on the detail of the Functionality, Data or Processes.  It should focus on any key impacts to the organisation and how these might be handled.
You should ask yourself, what would the Senior Management of the organisation be interested in hearing about?  It is probably not the functionality requirement to add new clients.  It is more likely the fact that the new system will require a merger of two existing departments.  Nor is it likely to be the number of entities.  The fact that there is a six month data cleanup exercise to be undertaken is more relevant. 

Requirements

Functionality

A Functional Decomposition to level 2/3 is attached.

Data Model 

A Data Model at Entity level is attached.

Business Processes

A High Level Business Process Model is attached.

Impact Assessment

An Impact Assessment is attached

Deal Breakers

During the phase, we identified those conditions that are considered mandatory for the new system.  They are listed below.

Proposed Path Forward

Propose one of the four options – RFI, RFP, RFQ, RFT
Example:  We propose to go to an RFI (Request for Information).  There are 8 organisations that could potentially meet our needs.  We have reviewed the 8 solutions against the ‘Deal Breakers’ using as much information as is publically available and believe they all fit within those parameters.  At this stage we have not discussed the conditions with the vendors. 
The reasons for going to an RFI are:

· We know very little about the area or the products on offer.  We need to better understand the features of each product and see how they might be applicable to our needs.

· Time is not a critical factor in the selection

· This is a new business area so we can set up new business processes that integrate with the selected solution.  This gives us much more flexibility in adapting to how the software works rather than trying to massage existing business processes around the new software.
If the proposed path is approved, we will discuss the ‘Deal Breaker’ conditions with each Vendor before inviting them to submit a response to our RFI.

Outstanding Risks

The key risks to the project are detailed below.

Example:  

Enter the top five or so risks – particularly those relevant to the next phase, and a brief description of the actions being undertaken to mitigate the risks.

Risk 1

Risk

We might not be able to get Vendors to respond before Christmas and the project will be delayed.

Probability and Impact

Probability is Likely.  Impact is High
Mitigation

As soon as we have approval to proceed, we will phone the vendors and alert them to our requirement to have a response before Christmas

Repeat for the top risks.

Outstanding Issues

The key issues remaining unresolved are listed below.

Example:  

Issue 1

Priority

Critical

Issue

Unable to get a decision around the requirement for an interface to our HR system payroll

Action

Meeting scheduled for 16 Feb to resolve the matter

Other Information

The following information is relevant to the phase outcome.

Example:

In this section record any information that should be noted as an outcome of the report.  Some likely pieces of information are:

· Variations proposed or agreed

· HR issues such as new team members, team members leaving, or recruitment

· Activities that impacted time on the project such as people required for other activities

· New major risks if not already covered

· Changes to Vendors such as change of ownership or key personnel

· Change of direction by the project
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