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Current Status
Explain the current status of the project.

Example:  
The new application has been put into production, and initial support has been provided to users.  We are seeing a reduction in support requests and while there are numerous teething problems to resolve, we are at a point where we can plan to handover from the project team to production support.
Work Required

Identify the work required in the phase.  Using a Work Breakdown Structure (WBS) is a useful approach.
Example:

· Prepare for Phase

· Identify work required based on Project size
· Identify existing processes that may be included
· Resolve Existing Issues
· System Bugs
· Business Process Issues

· Training Issues

· Prepare for handover
· List outstanding issues
· Update handover plan
· Agree target date for handover

· Handover
· Brief production support
· Handover
· Produce Report

· Plan for  Project Closure
Resources

List the skills required in the project and who might be involved in the next phase.  If a resource name is not available, just identify the skills.

Example:

	Role
	Skills
	Nominee

	Project Manager
	Carry out planning and management of a mid sized project
	P. Manager

	Business Analyst
	Support users
Analyse problems referred by business users
	

	Sponsor
	Provide the money  for, and executive support to the project
	I. Nitiator


Schedule

The schedule does not necessarily need to be a Gantt chart.  If a Gantt chart is prepared, attach it to the report.  The following example would suffice.  It should relate to the WBS.  You should also indicate when the phase will start and when it will end.

Example:
Phase Duration:  1 June to 20 June

	Activity
	Work
	Start
	Finish

	Prepare for Phase
	2 days
	1 June
	3 June

	Resolve existing issues
	2 days
	2 June
	6 June

	Prepare for handover
	5 days
	7 June
	14 June

	Etc.
	
	
	


Milestones
If the Phase is going to take a few weeks to complete, identify Milestones that will determine if the phase is on track.  As a generalisation there should be a milestone each week or at least every two weeks.

Example:
	Milestone
	Date

	Agree date for handover
	6 June

	Handover complete  
	14 June

	Etc.
	


Risks or Issues

If there are any impediments to the phase being successfully completed, they should be identified.  Once identified, it should be clear how they are to be handled to minimise impact.

	Risk or Issue
	Action

	Production will not accept the handover
	Ensure we meet the previously agreed acceptance criteria

	Training issues will not be resolved in a timely manner
	Add an additional trainer to the team from another branch for a 2 week period.

	Etc.
	


Cost

Identify the cost of completing the phase.

Example:

Cost involved will be the cost of a Project Manager for 8 days.  At our standard IT charge out rate this is $.....
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