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Executive Overview
This phase was undertaken to:

· Establish information about the market through an RFI (delete if not applicable)

· Complete requirements gathering

· Request an RFP/RFQ/RFT from X vendors

· Evaluate the responses and select Y vendors to move to the next phase

We started the phase with X vendors offering potential solution.  As our requirements crystallised, and we started to understand the offerings we were able to cull the number to Y vendors.

Note:  The Executive Overview should include a recommendation of the path forward.

Final Requirements

The final requirements documents are attached as appendices.

Appendix A – Functional Decomposition

Appendix B – Data Model

Appendix C – Business Processes

Appendix D – Final Scope

Request for Information (RFI)

Delete this section if an RFI was not undertaken

An RFI was undertaken to better understand the market.  X companies were asked to respond.  One declined to respond as they did not believe they would reasonably be able to meet our needs.  From the remaining, we decided to go forward with four of the vendors. 

 Attached is a copy of that evaluation.

Appendix E – RFI Evaluation

On the basis of the RFI we learnt the following about the market.

Example:
· No package is likely to completely fulfil our needs.  Some customisation will be required.

· No package is designed to use DB2 as a database.  This will mean we will need to change our requirements to use Oracle.  A request has been forwarded to Enterprise Architecture to allow us to digress from the corporate standard that all new databases must be DB2

· There will be considerable work required to build an interface with the stock management system.  A variation has been raised through our change control process.  The estimated impact is four weeks to the schedule and a cost of $50k.  The change has been approved.

· Etc.

Request for (RFP/RFQ/RFT)

An RFP/RFQ/RFT was undertaken to further cull the potential candidates.  X companies were asked to respond.  We decided to go forward with two of the vendors. 

· Vendor Name

· Vendor Name

 Attached is a copy of that evaluation.

Appendix E – RFP/RFQ/RFT Evaluation

Outstanding Risks

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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