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PRODUCT DELIVERY AND INSTALLATION PLAN

1.  Purpose.  Summarize the purpose and contents of this document and describe any security or privacy considerations associated with its use. 

2.  Scope.  This section shall be divided into the following paragraphs:

     2.1.  Identification.  Provide a full identification of the system, software, and release to which this document applies, including, as appropriate, identification number(s), title(s), abbreviation(s), version number(s), and release number(s).

     2.2.  System Overview.  Briefly state the purpose of the system and the software to which this document applies.  Describe the general nature of the system and software; summarize the history of system development, operation, and maintenance; identify the project sponsor, acquirer, user, developer, and support agencies; identify current and planned operating sites; and list other relevant documents.

     2.3.  Relationship to Other Plans.   Describe the relationship, if any, of this plan to other project management plans.

3.  Installation Overview.  This section shall be divided into the following paragraphs to provide an overview of the installation process.

     3.1.  Description.  Provide a general description of the installation process to provide a frame of reference for the remainder of the document.  A list of sites for software installation, the schedule dates, and the method of installation shall be included.  This section and the Program Management Plan will be consistent.

     3.2.  Contact Point.  This paragraph shall provide the organizational name, office symbol/code, and telephone number of a point of contact for questions relating to this installation.

     3.3.  Support Materials.  List the type, source, and quantity of support materials needed for the installation.  Included shall be items such as magnetic tapes, disk packs, computer printer paper, and special forms.

     3.4  Environments.

          3.4.1.  Development.  Describe the platform on which the product was developed.  This description should contain the physical characteristics of the facilities including hardware and communications.
          3.4.2.  Production.  Describe the required properties of the production environment.  This description should contain the physical characteristics of the facilities including hardware and communications.  Any discrepancies between the production and development environments should be noted here.
     3.5.  Training.  Describe the developer's plans for training personnel who will install and/or administer the software at user sites.  Included shall be the delineation between general orientation, classroom training, and "hands-on" training.  General user/operator training should be described in the program’s Training Plan.

     3.6.  Delivery.  Describe the procedure for physically transporting the product supported by this plan to the customer.  Identify the steps and those responsible for installing and delivering the product.  Describe the procedures for notifying the customer that a new version of the product is being released.
     3.7.  Installation Tasks.  List and describe in general terms each task involved in the software installation.  Each task description shall identify the organization that will accomplish the task, usually the user, computer operations, or the developer.  The task list shall include such items as:

          a.  Providing overall planning, coordination, and preparation for installation

          b.  Providing personnel for the installation team

          c.  Arranging lodging, transportation, and office facilities for the installation team

          d.  Ensuring that all manuals applicable to the installation are available when needed

          e.  Ensuring that all other prerequisites have been fulfilled prior to the installation

          f.  Planning and conducting training activities

          g.  Providing students for the training

          h.  Providing computer support and technical assistance for the installation

          i.  Providing for conversion from the current system

     3.8.  Personnel.  Describe the number, type, and skill level of the personnel needed during the installation period, including the need for multishift operation, clerical support, etc.

     3.9.  Security and Privacy.  Provide an overview of the security and privacy considerations associated with the system.

4.  Site-Specific Information for Mainframe/Mid-tier/Server Installation.  This section applies if the software will be installed in computer center(s) or other centralized or networked software installations for users to access via terminals or using batch inputs/outputs. 

     4.x.  (Site name).  This paragraph shall identify a site or set of sites and shall be divided into the following subparagraphs to discuss those sites.  Multiple sites may be discussed together when the information for those sites is generally the same.

          4.x.1.  Schedule.  Present a schedule of tasks to be accomplished during installation.  Depict the tasks in chronological order with beginning and ending dates of each task and supporting narrative as necessary.

          4.x.2.  Software Inventory.  Provide an inventory of the software needed to support the installation.  The software shall be identified by name, identification number, version number, release number, configuration, and security classification, as applicable.  This paragraph shall indicate whether the software is expected to be on site or will be delivered for the installation and shall identify any software to be used only to facilitate the installation process.

          4.x.3.  Facilities.  Detail the physical facilities and accommodations needed during the installation period.  This description shall include the following, as applicable:

               a.  Classroom, workspace, and training aids needed, specifying hours per day, number of days, and shifts

               b.  Hardware that must be operational and available

               c.  Transportation and lodging for the installation team

          4.x.4.  Installation Team.  Describe the composition of the installation team.  Each team member's tasks shall be defined.

          4.x.5.  Installation Procedures.  Provide step-by-step procedures for accomplishing the installation.  References may be made to other documents, such as operator manuals.  Safety precautions, marked by WARNING or CAUTION, shall be included where applicable.  The procedures shall include the following, as applicable:

               a.  Installing the software

               b.  Checking out the software once installed

               c.  Initializing databases and other software with site-specific data

               d.  Conversion from the current system, possibly involving running in parallel

               e.  Dry run of the procedures in operator and user manuals

          4.x.6.  Data Update Procedures.  Present the data update procedures to be followed during the installation period.  When the data update procedures are the same as normal updating or processing procedures, reference may be made to other documents, such as operator manuals.

5.  Site-Specific Information for Software Users.  Provide installation planning pertinent to users of the software.  When more than one type of user is involved, for example, users at different positions, performing different functions, or in different organizations, a separate section (Sections 5 through n) may be written for each type of user and the section titles modified to reflect each user.

     5.x.  (Site Name).  This paragraph shall identify a site or set of sites and shall be divided into the following subparagraphs to discuss those sites.  Multiple sites may be discussed together when the information for those sites is generally the same.
          5.x.1.  Schedule.  Present a schedule of tasks to be accomplished by the user during installation.  It shall depict the tasks in chronological order including beginning and ending dates for each task and supporting narrative as necessary.

          5.x.2.  Installation Procedures.  Provide step-by-step procedures for accomplishing the installation.  Reference may be made to other documents, such as user manuals.  Safety precautions, marked by WARNING or CAUTION, shall be included where applicable.  The procedures shall include the following, as applicable:

               a.  Performing the tasks under 4.x.5, if not performed by operations staff

               b.  Initializing user-specific data

               c.  Setting up queries and other user inputs

               d.  Performing sample processing

               e.  Generating sample reports

               f.  Conversion from the current system, possibly involving running in parallel

               g.  Dry run of procedures in user manuals

          5.x.3.  Data Update Procedures.  This paragraph shall be divided into subparagraphs to present the user's data update procedures to be followed during the installation period.  When update procedures are the same as normal processing, reference may be made to other documents, such as user manuals, and to Section 4 of this document.

PRODUCT DELIVERY AND INSTALLATION PLAN

APPENDIX A - ACRONYMS

Describe the acronyms as they are used in the plan.

APPENDIX B - DEFINITIONS

Describe the key terms as they are used in the plan.

APPENDIX C - REFERENCES

Provide a complete list of documents referenced in the text of the plan.  Each reference shall contain document number, title, revision number and date.

Policy and Regulation:  Policies or laws that give rise to the need for this plan
DFAS Policy and Standards:  DFAS policies and standards that give rise to the need for this plan

Other Life Cycle Documents:  Other plans or task descriptions that elaborate details of this plan
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