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Implementation Overview
Description

Describe the context of the plan.

Example:

This implementation plan is for the moving of a new server to be our primary SQL Server database server.

Overall Approach

Give an outline of the general approach to the implementation.

Example:
The server will be replaced over a weekend.  We will ensure there is no use of the SQL databases over the weekend so that the replacement can take place.  The current server location will not be changed.  The existing server will be decommissioned after the new server is operational. 

Scope of the Plan

In a few bullet points, explain what is in scope for the implementation.

Example:
· Setting up the operating system, configuration and testing of the new server

· Loading patches

· Loading of SQL Server

· Backing up the old server and loading data on the new server

· Setting up network configuration and user accounts on the new server

· Connecting the server to the network

· Testing connectivity to the new server

Scope Exclusion

List anything that is outside the scope of the implementation.
Example:

· This does not include an upgrade to a new version of SQL Server.  We will load the older version of SQL Server.

Components

List the components of the implementation.  In some cases this may be a detailed list of programs or modules to be installed.  In other cases it may be hardware components and in some cases a mix of both.

Example:

· Server with the following specification (…..)

· Operating system – Windows Server 2008

· SQL Server 2003

· Patches for above

· Etc.
Stakeholders

Who will be impacted by the implementation?

Example:
	Stakeholders
	Reason

	Users of system ZYX
	· Database will change.  

· They will not be able to use the system during the changeover period.

	Network Admin
	· Replacement of a network component.  

· Undertake the change.

· Revise licensing details.


Roles and Responsibilities

Provide a list of the people involved, what they are responsible for and their contact details.  Email addresses may also be relevant if they are not easily available.
Example:
	Organisation
	Installation Role/Responsibility
	Contact Details.

	IT
	Project Manager - Available during the installation period to escalate issues if they are affecting the installation process.
	<<Name>>

<<phone #>>

	IT
	Infrastructure Specialist - Coordinate installation tasks to be performed by Optus operations staff.
	<<Name>>

<<phone #>>

	Business Resource
	Supervisor of business area who will carry out testing and sign off acceptance.
	<<Name>>

<<phone #>>

	Dell
	Technical support if required
	<<Name>>

<<phone #>>


Software

Licensing

Identify any activities that will be taken on software licenses.  This may include creating a software package for implementation.
Example:
We will need a new operating system license for the new server.  The SQL Server license will be transferred to the new server. 

Installation

Example:
The following activities will take place prior to the weekend.

· Load the operating system on the server.

· Load server monitoring software.

· Load SQL Server.

Infrastructure

Servers

Identify the activities around preparing any hardware.

Example:
The following activities will take place prior to the weekend.

· Install two new rack mounted servers
· Provide additional RAM to existing servers

Desktops

Cover any activity related to desktops

Example
As part of the rollout, we need to upgrade 5 PCs as listed below.  We will need to change the SOE to include the client for the application.  That will be rolled out over the weekend 
Network

Are there any network changes required?  Do you need any special passwords or user accounts to be set up?
Example:

· Mac address for the new server will need to be updated.

· A new firewall will be installed as part of the implementation.
Business Processes

Are there any changes to business processes?  Have they been implemented?  Have they been documented?

Processes already Implemented

Identify any processes that have already been implemented, or will be implemented before go live.
Example:

Currently, or at least by the time we go live, the following processes will have been changed.  Documentation is available on all the new processes including process maps and training notes.

· Registering new customers on a COD basis
· Changing product pricing
Processes to be Implemented

Example
After go live, we will change the following processes.

· Order entry

· New product setup
Data

This section describes how the data required for operational usage will be made ready as required, so that all operational systems are suitably configured from the outset, and any actions required maintaining data integrity or synchronisation with other systems are understood and catered for.  

Example:

Pre-conversion

A DBA is reviewing existing SQL Server data this week to identify any problems that need to be addressed prior to the conversion.  We are running a number of consistency checks to identify corrections that will need to be made before conversion.
Conversion

Example
At conversion, we will download the data from our existing system into SQL Server.  A number of scripts will be run to modify the data and prepare it for upload into the new system.  These include:

· Modifying client names to remove duplicates

· Validation checks on order details to ensure total values are correct

· Etc.

Post-conversion

Identify how you will validate the conversion, and any manual adjustment required post conversion.

Example
In order to validate the success of the conversion, we will run checks to validate:

· Total number of records converted equals total number in our current database.

· Outstanding invoices match in terms of numbers and dollars

· GL balances match

Following the data conversion, the following manual tasks need to be undertaken:

· Customers on Report XYZ to be manually set up

· Journals for differences in account 123456 to be completed

· Delivery dockets for last week to be manually created
People

Training

Provide a general overview of training.  As there is a training plan, this is a high level view.
Example
	Training
	Participants
	Date of Training

	Order processing
	Sales Staff
	Second half of May

	Accounts Payable
	AP Dept
	Second half of May

	Report Generation
	All Staff
	Last week of May


Documentation

Does any documentation need to be produced?  Do manuals or training materials need to be updated?  When will this be completed?

Example:
We have identified the following changes to be made to documentation.

	Document
	Change
	Date of Change

	Configuration Management Database
	Update details of the new server.
	1 Nov 2008

	DR Plan
	Server configuration details and passwords
	1 Nov 2008


Communications Plan
What communications will take place?

Example:
	Communication
	Purpose
	Date of Communication

	Email
	Advise users that the system will not be available over the weekend
	15 Oct 2008

	Email
	Reminder of the lack of availability
	30 Nov 2008

	Email
	Advice that the change was successful or unsuccessful
	3 Nov 2008


Service Level Agreement

Is the implementation subject to an SLA and has it been put in place?  Refer to the SLA if it is relevant.

Other Stakeholders

Example
We will run a training session for suppliers in the week prior to the conversion.  Attendees have already been booked into two sessions.

On the weekend of the conversion, we will email all customers to advise them of the new system and alert them to changes to delivery dockets.
Support

Back-out Plan

If the implementation plan fails, how will you back out?  Who will make that decision, and when will it be made by?

Example:

The old server will be retained until the new server is successfully in place.  If the implementation fails, we will revert to the old server.  The triggers will be:

· Loading SQL Server data not complete by 8:00 am Sunday

· Testing not successfully completed by 6:00 pm Sunday

The project manager will be responsible for triggering the back out.
Readiness Assessment

List the things that will determine if we are ready to go ahead.  In some cases there may be a readiness assessment document that can be included as an appendix.

Example:
The following will determine if we commence the implementation:

· Server configured

· Backup from old server complete

· No users in the system

· Back-out plan in place
Implementation Window

What times are available for the implementation to take place?

Example:
The implementation can start at 8:00 pm Friday and must be completed by midnight Sunday night.  A number of checkpoints have been established where we will make a decision to continue or abort the implementation.

Implementation Team

Not only identify the actual people undertaking the implementation.  Also identify any backup resources that may be in place.

Example:
The implementation will involve the following people:

· John Smith will do the hardware installation.

· Jan Brown will carry out the data conversion

· Greg Jones will do the business testing

· We have also arranged for Dell to have a technician available over the weekend to be on site within an hour to handle any technical issues we are not able to resolve ourselves.

Manual Steps

If there are any post implementation activities that need to be completed, identify them in this section.  They may include manual data entry after the restore, changing network addresses on desktops, updating or clearing system logs, etc.
Problem Handling

If a task cannot be done within the scheduled time, the person responsible for the task should notify the Project Manager immediately.

Depending on the severity of the problem, the Project Manager may escalate the problem to the Infrastructure Manager for resolution.

Process

	Step
	Action
	Timing
	Responsible

	1. 
	Carry out the readiness assessment.  If criteria are met, proceed.  If criteria not met rectify the problem within the implementation window.
	Friday Night after 8:00 pm
	Project Mgr

	2. 
	Backup the old server
	Fri Night/ Sat Morning
	Operations

	3. 
	Physically install the new server.  This can be done concurrently with the backup.
	Sat Morning
	Infrastructure Specialist

	4. 
	Load the backup
	Sat Afternoon
	Operations

	5. 
	Carry out business testing.  If successful proceed.  If not, consider back-out plan.
	Sun Morning
	Business Supervisor

	6. 
	Handover to production
	Sun Night
	Project Mgr


Post Go Live Problem Management

In this section identify how problems will be reported and managed after Go Live.  Typically the organisation will have a Service Desk or Help Desk to log calls.  This may or may not be appropriate for logging support calls.  It may be more appropriate to set up a simple database or spreadsheet to record requests for support.

Example
We will use our Service Desk to record all requests for support.  A separate report will be available to show all calls logged for the project, their priority, assignee and status.  We will hold a meeting daily to discuss priorities and re-prioritise if necessary.
Special Support

If any special support will be provided post implementation detail it here.

Example:
Dell will be available to address any technical issues on a one hour response basis for the week following the implementation.
Risks

Cover any risks to the implementation and how they are being addressed.  If a separate risk assessment has been completed, refer to the separate document or include it as an appendix.

	Risk
	Mitigation

	Technical problems with the new server cannot be resolved internally
	Arranged the vendor to have a technical support person available over the weekend

	Backup or restore fail and we run out of time
	Trigger points identified to back out and restore the old server

	Business testing fails and we have to abort the implementation
	Old server will be left in place until handover to operations is complete.


Handover

Handover Preparation

Explain any preparation that has taken place in order to prepare ongoing operational support of the implemented solution.

Example:
We have discussed acceptance of the server by production and there are no activities required to prepare the operational area to take over the new server.

Acceptance Criteria

What criteria need to be met for the implemented solution to be passed to production?  Who will decide if it is to happen?

Example:
The following criteria need to be met before the Infrastructure Mgr will accept the handover of the server.

· Physical installation complete

· All software installed

· Data transferred

· Business sign off that all programs are running successfully on the new SQL Server database

· Configuration Management Database updated with the new server details

· Remote access and management of the new server is tested
22-Jan-09
Implementation Plan
           Page 4 of 16

