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Operational Handover Plan - <Project name>
Version: 0.1 (Draft)

<date> <Section Name>


	Project Name: 
Project Manager: 
Quality Manager:
Date of Plan: 

	Product Or Service Management / “Ownership”

· Who is the product manager responsible for monitoring the health and maintenance requirements of this product?

	Availability

· When will this product or service become available?
· When can this product or service be used (dates and times)?
· Do any holidays, maintenance periods or business activity affect this?
· What systems are in place to monitor the availability of the product
· What will the escalation process for outages or problems?

	Product Description and Guides
For Users

· Is there a published description of product for users?
· Is there a published user guide?
· Are there clearly documented purchasing processes and procedures for users?

· How is this support accessed? 
· Are support service levels clearly defined? 
· Is an SLA or SLA Template required?

· What training services will be provided to users
Backend

· Are there clearly documented purchasing processes and procedures for IT (helpdesk) staff?

· Is there a back end support guide for technical staff?
· Is there any publicity documentation or brochures for launch?

· What training services will be provided to support staff, helpdesk, SAs, BAs, etc?
· Have Key vendor contacts been established?
Validation/Qualification

· Have all the quality requirements been met and any validation and qualification plans approved?

· Are the locations of any quality documentation clearly identified for future reference?

· Is the user community aware of the change control requirements and any quality requirements?


	On-going Resource Estimates & Costs
· What is the lifespan on the product

Resource Planning
· What teams have responsibilities to support this product

· What are their roles

· How many FTE’s do they require

Costs

· What on-going licensing costs are required for additional users?
· What server or backend licensing costs need to be repurchased in the next five years?
· What likely hardware replacement costs will be required in the next five years?


	Summary & Recommendation

Total Running Costs per year in FTE, S/W, H/W etc?

Recommendation that this product has been fully prepared for handover and should now be considered operational.
Approval (Add/Remove Approvals as required)

Role:                                                Written Name,          Signature,               Date

Business Owner:                              _______________, _______________,_______________

Quality Manager(If required):    _______________, _______________,_______________

Project Manager:   _______________, _______________,_______________

Infrastructure Manager:                   _______________, _______________,_______________
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