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General:
This checklist provides a list of the detailed roles and responsibilities needed in Implementation Manager’s Checklist. 

The purpose of this document is to track the appropriate Implementation Manager’s requirements.

Guideline:
Implementation Manager Roles & Responsibilities

Prior to Implementation Day

· Start involvement with project team and familiarize with project timelines and functionality

· Verify all implementation checklists have been completed and filed

· Gather information on impact analysis to other systems or scheduled tasks during migration time period

· Finalize and maintain implementation plan

· Coordinate rollout status meetings for time period prior to implementation

· Coordinate walk-through meetings to secure stakeholder sign-off of deliverables

· Create contingency plan(s)

· Execute communication plan within team and across teams

· Daily updates to team and management before implementation

· Identify backup resource for every role

· Maintain all contact information for team members and back-up team

· Determine short term post-implementation maintenance resources 

· Coordinate testing team members and plan for post-implementation testing

On Implementation Day

· Implementation Manager shall have no direct responsibility for any implementation tasks

· Coordinate times of arrival with team

· Distribute Implementation Plan to team

· Solicit status throughout implementation tasks and disseminate to other team members affected by tasks

· Provide single point of contact for implementation team

· Manage communication plan during implementation

· Obtain any additional resources or information needed to complete implementation tasks

· Responsible for organizing and securing final go/no go decisions from stakeholders

· Provide logistics support to team (i.e. meals)

· Declare implementation complete or provide a plan for remaining task completion after scheduled implementation timeframe

Post Implementation

· Facilitate phase exit review with team and stakeholders

· Provide minutes of action items and lessons learned for future implementations to Project Management Team for inclusion in central implementation guideline

· Transfer knowledge to implementation manager of next rollout if applicable

· Ensure post-implementation short term resources are available for immediate fixes or post-implementation clean-up tasks

· Organize and Conduct Recognition Event

Implementation Manager’s Checklist

Project Name: ______________________________________________________

Target Production Machine: ___________________________________________

	
	Checkpoint
	Completed Date

	1
	Before Implementation
	

	A
	Verify all implementation checklists are completed and filed
	

	B
	Assemble Team Contact information
	

	C
	Finalize Implementation Plan
	

	D
	Identify Backup Resources for Every Shift Resource
	

	E
	Finalize Contingency Plan
	

	F
	Finalize post-implementation resource testing plan
	

	2
	On Implementation Day
	

	A
	Declare implementation complete and schedule phase exit review 
	

	B
	Provide a plan to resolve action items resulting from phase exit review
	

	3
	After Implementation
	

	A
	Ensure completion of all action item plans from phase exit review
	

	B
	Update implementation guidelines
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All guidelines and referenced documentation identified in this standard will be subject to review and possible revision annually or upon request by the DHS Information Technology Standards Team. 
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