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Executive Overview
This phase was undertaken to:

· Review existing business processes
· Identify gaps

· Design new business processes

· Produce training material

· Implement pre business processes

We have now implemented all pre processes and have training in place for the post processes.
Business Process Mapping
Identify the scope of the process mapping and any gaps.  You should also indicate the reason for these gaps.
Example
The Sales function processes were mapped.  This included:

· Lead generation

· Contract administration

· Order taking

· Order processing

· Customer maintenance

Not included were sales force management as the whole area is currently subject to a review and we anticipate significant changes over the next few months.

Business Process Implementation

Cover any issues relating to the implementation of processes.

Example
The list of processes implemented can be seen in the Business Process Modelling Worksheet.

After implementation some minor changes occurred to Contract Administration.  The processes were more complex than initially thought.  The complexity was not evident when they were mapped as the key person was on leave.  The other staff involved did not understand the various types of contract that were used from time to time.
Business Process Training

Detail the training carried out.

Example
25 people were trained in new processes across two sites.  We provided onsite support when the processes were changed and that lasted for two days.  A month later we visited both sites to get feedback on the effectiveness of the training and some changes have been made to the training module.

User manuals were updated however they will need to be updated again when we go live.  

Work Outstanding

List any work outstanding at the end of the phase.

Example
· For completeness we should map the Sales Management area when changes have been implemented in the next month.

· One post training module relating to contract maintenance needs to be reviewed following changes to the business processes.  There may be some changes to the module.
Outstanding Risks

If the Configuration and Customisation Report is completed at the same time, do not repeat the same risks here.  Delete this section.

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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