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Executive Overview

This phase was undertaken to:
· Prepare to more responsibility of the system from the project team to production support
· Handover to production support

The next stage is to carry out a PIR (Project Implementation Review) and close the project.
Handover Preparation
In preparing for the handover, the following documents were produced.
Example
· Handover Plan

· Handover List

· Outstanding Work

Other Documents

In addition to the documents above, the project team passed the following existing documents to production support.

· Configuration and Customisation Report

· List of user accounts and privileges

· Etc.

Handover Process

Provide a description of the process for handover.

Example
Several meetings were held with production support to arrange what would be passed over and when.  It was agreed that various people from both the project team and production support would form working groups to achieve specific goals for their group.  Groups would meet every week to identify progress and when all working groups had completed their work, we would move to a formal acceptance by production support to review readiness to take ownership.

By the 15th of the month sufficient progress had been made to set a date for handover.  This was set to the 23rd and all working groups focused on completion of their work by that date.  On the 22nd a meeting was held with all parties to review readiness.  All criteria agreed in the Handover Plan had been met.  We moved the application and associated infrastructure to production support as scheduled on the 23rd. 
Outstanding Issues

The key issues remaining unresolved are listed below.

Example:  

Issue 1

Priority

High
Issue

COD processing is taking too long
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
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