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[bookmark: _Toc324446657][bookmark: _Toc324447000]System Acceptance and Sign-Off Form

Company Name Created by Author Name
Use this document to get the System sign-off once the project is completed. 
The Deployment Checklist, Service Level Agreement, Operational Level Agreement(s), System Support Document, User Acceptance Test Plan, Technical Operations Document and other supporting information should be made available to all stakeholders by the Project Manager as early as possible to ensure that sufficient time is allowed for the review process.  For most projects a meeting should be arranged with all key stakeholders to review feedback. An email based review process can be used where this is acceptable to all stakeholders. This template is used to record the outcome of the sign off review and any required actions.

	[bookmark: OLE_LINK5][bookmark: OLE_LINK6]Project Name:
	

	This Document is Issued by:
	

	Date:
	10/5/2012

	Time Taken:
	

	Tested On (OS)
	




This system has fully demonstrated and explained in accordance with the contract and is approved for acceptance by the Owner’s Representative 

On…………………………….By………………………………………………………..

This system is accepted with the full knowledge that the installation must undergo a token debugging period and the understanding that all items on the attached list will be corrected in a timely manner from the above date. I accept this system with exception as noted by the attached details list.

	Additional Comments related to the System Acceptance:




	Key Action/Issue achieved:



	Key Action/Issue to be tracked:




[bookmark: _Toc324446658][bookmark: _Toc324447001]Actions/Issues
The Deployment Checklist should have been completed to a standard acceptable to all contributors. All outstanding work required to complete the checklist must be highlighted below.
	Key Action/Issue to be tracked

	No.
	Description/Action
	Expected Result
	Actual Result
	Pass/Fail
	Required for System Acceptance Signoff Review (Y/N)

	
	
	
	
	
	



	
	
	
	
	
	



	
	
	
	
	
	



	
	
	
	
	
	



	
	
	
	
	
	








[bookmark: _Toc324446659][bookmark: _Toc324447002]Key Dates
The timetable for deployment, DSOR and closure should be made clear to (and agreed by) all participants in the ASOR.
	Event
	Target Date(s)
	Notes 

	Deployment/Delivery 
	 
	Usually the Deployment/Delivery Date will be approximately two weeks after the ASOR date. This rule may be waived in exceptional circumstances due to business requirements or technical considerations. 
If the Deployment/Delivery date is to be brought forward or delayed significantly the Project Manager must record the reasons for this here. In such cases the Project Manager must ensure that adequate communications are in places to ensure users and support staffs are fully aware of the accelerated or delayed timescale for deployment/delivery.

	Deployment Sign Off Review (DSOR)
 
	 
	Usually the Deployment Sign Off Review should take place within two weeks of the deployment/delivery date. This may be delayed in exceptional circumstances due to business requirements or technical considerations. 
If the Deployment Sign Off date is to be delayed beyond the normal two week rule the Project Manager must record the reasons for this here.

	Closure
	 
	 


Links to Additional Notes of Meeting (If Required)

Link to Estimate considered by Meeting   

If the sign-off cannot be approved, an action plan needs to be agreed at this meeting on the immediate tasks to undertake. The Project Manager and business representatives should be in the position to agree these actions and any escalations required to move forward.

                                                      Name			                    Date: 04/11/2012
				Executive/Sponsor
                                     	      Name                      		        Date: 04/11/2012
				Project Manager
	                                         Name                             		        Date: 04/11/2012
Project Team Leader
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