
· “Cost Benefit Analysis” 

presentation

· Broad change 

requirement process

· Risk Analysis

· Success measurement 

metrics

· Change cost 

identification

· Resource requirement

· Change benefit 

quantification (qualitative 

and quantitative)

· “To Be” presentation

· Detailed process 

description

· Responsibility 

assignment

· Functional Requirements 

(if applicable)

· Revised/ New process 

flows

· Business rule capture

· Tool and template 

design

· “As Is” presentation

· Current deficiencies

· Opportunities for 

Improvement

· Broad recommendations

· Existing process flows

· Identification of existing 

tools

· Time Analysis

· Waste Identification

“As Is”

Analysis

“To Be”

Analysis

Findings and 

Recommendations

Business 

Requirements 

Specification
“Cost Benefit”

Analysis

Business Case

Solution Definition

Business Implementation

YES

Sign-off Sign-off Sign-off

Does client 

wish to implement 

a software 

solution?

· Full or partial trial 

implementation 

· Review of 

implementation success

Pilot

Amendments Required

IT Delivery

· “Software Solution” 

analysis presentation

· Broad project outline

· Business Case update

· “Off shelf” solution search

· Vendor comparison and 

review

· Developer comparison 

and review

· Client architecture liaison

“Software 

Solution”

Analysis

IT Findings and 

Recommendations

· “Organisational Change” 

analysis presentation

· Timeframe for change 

process

· Assignment of 

responsibilities

· Communications Plan

· Identification of business 

areas impacted

· Quantification of impact

· Nomination of change 

“champions”

· Change process design

“Organisational 

Change”

Analysis

Change Plan

NO

Process Verified

Service Delivery Methodology

Sign-off

Client engages 

vendor/ 

developer

· Oversee Functional 

Specification 

development

· Oversee software 

development

· Lead customisation data 

collection

Project 

Management

· Identification of test 

responsibilities

· Development of user test 

scripts

· Ongoing validation 

testing (development 

projects)

Test Plan 

Development

· Planning and facilitation 

of UAT sessions

· Defect reporting

· Management of defects

User Acceptance 

Testing (UAT)

Client 

undertakes 

data migration/ 

population

Sign-off

· Individual and/ or group 

wide communications as 

per the Change Plan

Communications

· Compilation of details of 

how to perform all manual 

and software (if 

applicable) activities

Training/ User 

Manual 

Development

· Step by step through all 

new required activities

· Step by step through 

screen shots (if 

applicable)

User Manual

· Identification and 

categorisation of 

stakeholders

· Tailoring of User Manual 

to stakeholder groups

· Training scheduling and 

delivery

Training Delivery

· Review of project 

performance to defined 

success metrics 

(Business Case)

· Findings

· Opportunities for 

improvement

Post 

Implementation 

Review (PIR)

Sign-off

Deliverable

Activity

Client 

Function
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