Appendix A5
Sample Stabilization and Cutover Exit Checklist
	Sample Stabilization and Cutover Exit Checklist 

	THREAD
	ITEM
	AOC Concurrence / Date

	
	
	

	Project Management
	All project deliverables have been completed and approved and updated in the AOC knowledge management database
	

	
	All Open Issues have been resolved to the Court’s satisfaction
	

	
	
	

	Configuration 
	The application configuration parameters are documented in the Configuration Workbook and reflect the currently installed configuration
	

	
	The Court has a process in place to maintain the Configuration Workbook as changes are made
	

	
	The application, as configured has been tested and accepted  using the approved test scripts
	

	
	Any open configuration items have been resolved according to the Court’s satisfaction
	

	
	The Court’s V4 Administrator has been trained to support and update the configuration
	

	
	All workarounds are documented with anticipated clearing action and timeframe for remediation
	

	
	
	

	Integration
	Integration with all required partners is operational and working according to specification
	

	
	The Court’s V4 Administrator has been trained and a process is in place to review the Data Exchange Logs and resolve errors
	

	
	
	

	Technology
	Performance meets the identified standards across the court
	

	
	Document Management is configured and operational
	

	
	The Court has validated accurate information is populating the portal
	

	
	Partner’s requiring portal access have been configured and trained on portal use
	

	
	
	

	Training
	The training - operational as well as administration -  has been completed according to the training plan
	

	
	Any additional training requirements identified during the stabilization period has been documented and training completed
	

	
	
	

	Court Operations
	All court procedures have been updated and accurately reflect the defined business processes
	

	
	A V4 administrator and back-up administrator have been identified
	

	
	The Court’s V4 administrators are completing daily, weekly and monthly activities as documented
	

	
	On-boarding to the steady state vendor is complete
	

	
	Court Help Desk procedures and processes are defined and operational
	

	
	
	

	Data Conversion
	All data conversion has been completed according to the Data Conversion plan
	

	
	Any identified conversion issues have been resolved
	

	
	For cases not converted, a plan and procedures are in place to convert the cases to V4 as required
	

	
	
	

	Deliverables
	All Deliverables as provided in Exhibit A of Enclosure D-Deployment Services Statement of Work have been Accepted
	

	End of Table


