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Executive Overview

This phase was undertaken to:
· Trial the final product
· Review the infrastructure requirements and implementation activities
· Understand the gaps
· Finalise price and contract
The next stage is to start the implementation:

Solution Assessment
An assessment was carried out of the solution we have selected.   Attached are:
· Functional Evaluation

· Data Evaluation

· Reports Evaluation

· Technical Evaluation

· Gap Analysis

· Notes from the reference checks

· Updated solution impact document

· Options paper

The key reasons for selecting the package were:

Example:

1. Pricing was 50% of competitors

2. It is an 85% fit on functionality

3. The upgrade path from our existing software is relatively straight forward

4. Etc.
Implementation
We carried out an assessment of the activities required to implement the solution and an activities list is attached.
Infrastructure Requirements
In order to implement the solution, we require changes to our infrastructure.  Those changes are detailed in the attached Infrastructure Requirements List
Business Case
A final business case has been developed and approved.
Contract

It is not necessary to include a copy of the contract.  That document will be held by your legal area.  You can however make reference to any key points in the contract which need to be generally broadcast.

Example:
Within the contract we specified the name of the person from the vendor who would be working on the configuration.  They will be available in one month.  We also took up an option to purchase an additional 30 licenses at a reduced rate within the next year.  We will need to do a review of existing and potential licenses in June next year.
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
Attachments
Gap Analysis
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