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Summary:

This is a sample break-fix release checklist. This document represents a special case of the SDLC Rightsizing checklist for operational work which is needed to maintain support of current business by an existing production application. This is not intended to cover any system related activity requiring more than 3 weeks work or an expenditure of more than $5k.  It is also not intended for any Capital project (new applications or major enhancements) or system activity that has been authorized by a Business Case (minor enhancements).
IMB IT staff should use this checklist to confirm the deliverable requirements whenever they anticipate that such break-fix work will result in an application change requiring Change Management approval.  This checklist is the correct place to record management signoffs and to record deliverable completion dates.
Steps during Initiation Phase: 

1. Fill in the Project Name and the Checklist Completed Date
2. Complete the Exception Requested and Justification columns for the deliverables. 

3. Review the requested exceptions with the IMG Director and the Project Office and obtain signoff of the reviews.
4. If applicable by phase, receive signoff by the Project Sponsor.
Steps during all Phases and for Phase/Gate Signoff:

1. For each deliverable required, please fill in the “date of sign off” column.

2. Where indicated obtain sign-off from the IMB Director (Expense Authority) on this checklist.

3. A scanned copy of the signed off Checklist is to be submitted to the Project Office after the Change Request is approved, and after the testing is complete so that the Project Office can confirm completion of deliverables and signoffs at the Change Management Meeting. These will be filed by the Project Office on the Project’s ftp folder along with the other PM documents submitted to the Project Office.

Table 1 – Deliverable Checklist sample 
Project Name: 


__Fix ABC problem in XYZ application_

Date Checklist Completed:
_____________________________________

	Phase
	Right-sizing Category ( 

Deliverables (below)
	Break/Fix
	Applicability
	Exception Requested
	Justification for Exception


	OR date of

sign-off on deliverable

	Initiation
	Change Request
	M
	
	 FORMCHECKBOX 

	
	

	
	Right-sizing Calculator & Checklist
	M
	
	 FORMCHECKBOX 

	
	

	
	Note: Change Request takes the place of a Project Charter, Master Project Plan and ISP Project Form.

	SIGN-OFF
	Initiation Phase before moving on to Planning 
	M
	
	
	Covered by CR Approval by Expense Authority
	

	Planning and Analysis
	Procurement Documents
	O
	
	 FORMCHECKBOX 

	
	

	
	Communication Plan
	O 
	
	 FORMCHECKBOX 

	Probably not needed unless large user base is affected
	

	
	Revised WBS / Project Schedule
	
	
	
	The schedule can be included in the CR (list of major tasks and target dates)
	

	
	Budget Plan
	O
	
	 FORMCHECKBOX 

	Confirm budget with EA
	

	
	Business Requirements Document
	O
	
	 FORMCHECKBOX 

	Description of change included in Change Request. Master BRD document may need updates. 
	

	
	User Acceptance Test Plan
	O 
	
	 FORMCHECKBOX 

	Will revise/create test cases to cover bug fixes
	

	
	Impact Analysis
	O
	Mandatory if other systems impacted.
	 FORMCHECKBOX 

	Same as previous
	

	
	Note: Change Request replaces BRD; other SDLC Plan documents not normally needed.

	SIGN-OFF
	Plan & Analysis Phase prior to Design & Dev 
	M
	
	
	Covered by CR Approval by Expense Authority
	

	Design and Development
	Design Specification Document
	M
	
	 FORMCHECKBOX 

	Design described by Change Request. Master Design doc may need updates.


	

	
	Infrastructure Request
	O
	Mandatory if break is caused by infra-structure change & solution requires more change.
	 FORMCHECKBOX 

	Rare but this could happen
	

	
	QA Test Plan
	O
	Draft in Design Phase. Mandatory in next phase.
	 FORMCHECKBOX 

	QAT will be usually be simple
	

	
	App Dev/Maint  
	M
	
	 FORMCHECKBOX 

	
	

	
	Developer Test Results
	M
	
	 FORMCHECKBOX 

	
	

	
	User Acceptance Test Plan
	O
	Only applies if Regression test needed
	 FORMCHECKBOX 

	UAT will be usually be simple
	

	
	QA Test Plan/Scripts
	O
	Only applies if Regression test needed
	 FORMCHECKBOX 

	QAT will be usually be simple
	

	
	Implementation Plan
	M
	
	
	A summary of any implementation rollout steps is required.  This may be the same previous releases.
	

	
	Change Management Test Request
	O
	Mandatory for TEST releases unless it  follows another Test release 
	 FORMCHECKBOX 

	
	

	
	Test Migration Package
	M
	
	 FORMCHECKBOX 

	
	

	
	Note: Change Request replaces Design Spec; no DM changes; formal Test Plans not needed for simple bug fix testing.

	SIGN-OFF
	Design & Dev prior to Implementation 
	M
	By: IMB Director (EA)


	
	
	

	Implementation
	User Acceptance Test Results
	M
	
	 FORMCHECKBOX 

	
	

	
	Quality Assurance Results
	M
	
	 FORMCHECKBOX 

	
	

	
	Change Management Prod Request
	O
	Mandatory for all PROD releases
	 FORMCHECKBOX 

	
	

	
	Prod  Migration Package
	M
	
	 FORMCHECKBOX 

	
	

	
	User Training Material
	O
	Mandatory if training required.
	 FORMCHECKBOX 

	Update as required.
	

	SIGN-OFF
	Implementation Phase (before Production Migration)
	M
	By: Sponsor’s (or designate) signature

IMB Director (EA)


	
	
	

	Close Out
	Project Records Complete
	
	
	
	File release related documents.
	

	Control Process
	Project Status Report
	M
	
	
	At least one status report for the release. (e.g. Any issues, changes to schedule since the CR was signed.)  The Lite version of the status report should be used to document the scope and status of the release and cost associated.
	

	
	Project Decision Request
	O
	
	
	
	

	
	Change Request
	M
	
	
	Covers this release
	

	
	Change Log
	M
	
	
	
	

	
	
	
	
	
	
	


Reviewed by: 
______________________


 ______________________




Project Office




IMB Director


 Date: 
______________________

   Date:
 ______________________

SDLC Right-sizing Checklist for Break/Fix releases
Page 1

