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SEP DELIVERABLES CHECKLIST Insert Project Name /ID#

	Req.
	Complete
	· Phase 1: Initiation
	Comments:

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Project Initiation Form
	

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Sponsor Formalization Letter
	

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Project Manager Appointment Letter
	

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Core Team Roster
	

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Project Guidelines Document
	

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	User Requirements Document
	

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Phase Signoff Letter
	

	
	
	· Phase 2: Planning
	Comments:

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Project Definition Document
	

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Data Analysis Document
	

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Technical Analysis Document
	

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	High Level Solution 
	

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Cost Estimating Worksheet
	

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Vendor Selection Checklist
	

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Vendor Resume(s)
	

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Vendor Reference Questions
	

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Vendor Selection Matrix
	

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Risk Analysis Matrix
	

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Phase Signoff Letter
	

	
	
	· Phase 3: Design
	Comments:

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	System Infrastructure Specification
	

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Software Requirements Specification
	

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Interface Requirements Specification
	

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Performance Requirements Specification
	

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Data Development Plan
	

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Software Development Plan
	

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Marketing/ Communication Plan
	

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Quality Assurance Plan
	

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Phase Signoff Letter
	

	
	
	· Phase 4: Construction
	Comments:

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	User Manuals
	

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Project Assurance Letter
	

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Phase Signoff Letter
	

	
	
	· Phase 5: Testing
	Comments:

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Test Plan Checklist
	

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Test Logs
	

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Bug Tracking Reports
	

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Phase Signoff Letter
	

	
	
	· Phase 6: Implementation
	Comments:

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Training Plan
	

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Installation Rollout Plan
	

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Phase Signoff Letter
	

	
	
	· Phase 7: User Support
	Comments:

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Develop Software Transition Plan
	

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Develop MIS HW/SW Handoff Letters
	

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Develop HW Lifecycle Mgt Plan
	

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Develop Help Desk Checklist(s)
	

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Develop Support Plan
	

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Phase Signoff Letter
	

	
	
	· Phase 8: Completion
	Comments:

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Close Out Letter
	

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Post Mortem Documents
	


Additional Comments:
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