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	Faculty, School, Division, Directorate Name
	The organisation sponsoring the change

	Change Sponsor
	Name of the individual who will lead and be accountable for the change

	Business Lead or Business Change Manager
	Name of the individual who will be responsible for delivering the change 

	Author
	Name of the individual writing the document

	Date and Version
	DD/MM/YY – DRAFT v0.1 (final should be reflected as FINAL v1.0)






[bookmark: _Toc522393296]Template Guidance 

The purpose of this document is to act as a broad checklist and compendium for all the current information regarding the organisation.  As the links to the information within this document may be confidential and sensitive, this document is password protected.

[bookmark: _Toc522393297]Current Information 

Current information is the information about the existing organisation, technology, processes, etc.  

It should be obtained from the organisation and collated into a project folder(s) for ease of access and security.  The information should be validated as current and then a link to the information can be added to the notes, and the ‘Checked by’ (initials of the person checking) and ‘Checked date’ columns completed.

What if the last version of the information is out of date or it is not documented?
If it is not current, the Business Change Manager (or person acting in this role) needs to assess whether the project requires an up-to-date version.  If the version is not updated, a note should be made.  

If it does not exist, the Business Change Manager (or person acting in this role) needs to assess whether the project requires the information.  If the information is not required or could be provided verbally by a subject matter expert, a note should be made.

Do I really need to gather all this information?
A sensible and pragmatic approach is recommended. For example, if the change is a small change to a business process, this may not require every piece of information to be collated.  Add a simple note to explain your decision. However, it is worth in the impact assessment considering each item of information to check there is no impact to it.
[bookmark: _Toc522393298]
Proposed Information
Proposed information is the information about the future organisation, technology, processes, etc.  

Generally, proposed information is created as part of the change project.  It should be collated into a project folder(s) for ease of access and security.  Once the information has been approved then a link to the information can be added to the notes, and the ‘Checked by’ (initials of the person checking) and ‘Checked date’ columns completed.

What if there is no impact to the current information – do I create a proposed version?
If the information does not have to change, make a note in the Notes section.  It is recommended that the current information is duplicated into the proposed project folders for completeness.
[bookmark: _Toc522393299]Current Information Checklist

	Information
	Description & Notes
	Checked by
	Checked Date

	Organisational Design (Structure, Shared Values, Style, Skills, Staff)

	Organisational hierarchy
	This is the organisation structure with roles and their relationship to each other shown
	
	

	
	Notes: Insert a link to the current organisational chart here
	
	

	Roles & Responsibilities
	The job descriptions of all current roles within the organisation along with their existing HERA profiles
	
	

	
	Notes: Insert a link to a folder containing the job descriptions here
	
	

	Competency Framework
	This is a document detailing the required skills, knowledge and behaviours of the roles within the organisation.  It should make reference to the shared values and leadership style of the organisation
	
	

	
	Notes: Insert a link to the document or folder here
	
	

	Training material
	Collate any training material which may exist locally for the roles or identified University training courses for the roles
	
	

	
	Notes: Insert a link to the document or folder here
	
	

	People Report
	This is a HR report detailing all the people within the organisation, their role, grade, FTE status, location, and contract type.  Access to this report should be limited.
	
	

	
	Notes: Confirm the report has been validated only
	
	

	Business Processes (Systems)

	Business processes
	These are step by step diagrams which depict how a process is performed, any business rules and key decision points, inputs and outputs, and who performs the step.
	
	

	
	Notes: Insert link to process folder here
	
	

	Local policies
	These are policy documents held at the local level.  University policies do not need to be linked unless these are impacted by the change.
	
	

	
	Notes: Insert a link to the document or folder here
	
	

	Local procedures
	These are procedure documents held at the local level.  University procedures do not need to be linked unless these are impacted by the change.
	
	

	
	Notes: Insert a link to the document or folder here
	
	

	Management Information (Strategy, Systems)

	Strategic Vision and Plan
	The strategic vision for the organisation and strategic plan, including annual operational priorities. These should provide the targets for the organisation.
	
	

	
	Notes: Insert a link to the document or folder here
	
	

	Budget Plan
	The budget for the organisation – annual and five year.

	
	

	
	Notes: Insert a link to the document or folder here
	
	

	Reports
	All reports used in the organisation to track performance or to provide information upon which decisions can be taken should be collated.
	
	

	
	Notes: Insert a link to the document or folder here
	
	

	Tools / Dashboards
	Any tools or system dashboards which are used to report status, track progress or provide information should be listed
	
	

	
	Notes: Insert a link to the document or folder here
	
	

	Information Technology (Systems)
Note: It is likely that many of these documents will be owned by IT and access may be limited. Advice and guidance can be obtained from the IT PMO or IT BA or Project Manager assigned.

	Solution Architecture
	A diagram of how the different systems relate to each other

	
	

	
	Notes: Insert a link to the document or folder here
	
	

	Solution Designs
	Documents detailing the functionality provided within the technology solution
	
	

	
	Notes: Insert a link to the document or folder here
	
	

	Security Matrices
	The security applied to the solution – who can access what functionality or data through the system
	
	

	
	Notes: Insert a link to the document or folder here
	
	

	License records
	The number of licenses and to whom they’ve been issued.
	
	

	
	Notes: Insert a link to the document or folder here
	
	

	Service Level Agreements or Supplier contracts
	Any SLAs either internal or with suppliers of technology solutions
	
	

	
	Notes: Insert a link to the document or folder here
	
	

	Upgrade and Patch schedule
	The planned maintenance schedule of the current solutions
	
	

	
	Notes: Insert a link to the document or folder here
	
	

	Data Architecture, Map & Dictionary
	The diagram of the data within the solution architecture, how the data flows, any extracts, and the description of each data itemThe solution architecture provides a diagrammatic view of the technology architecture.
	
	

	
	Notes: Insert a link to the document or folder here
	
	

	Information Governance (Systems)

	Document Management System
	This document will detail the local procedure for document management: what documents are created, stored, accessed, archived or deleted and through what mechanism (shared folders, Sharepoint, etc.).
	
	

	
	Notes: Insert a link to the document or folder here
	
	

	Data Management System
	This document will detail the local procedure for data management: what data is captured, stored, accessed, archived or deleted and through what tool.  
For most teams, data will be captured through technology and may be covered by a pre-existing IT document.
	
	

	
	Notes: Insert a link to the document or folder here
	
	





[bookmark: _Toc522393300]Proposed Information Checklist

	Information
	Description & Notes
	Checked by
	Checked Date

	Organisational Design (Structure, Shared Values, Style, Skills, Staff)

	Organisational hierarchy
	This is the organisation structure with roles and their relationship to each other shown.  
Appendix I provides an example
	
	

	
	Notes: Insert a link to the current organisational chart here
	
	

	Roles & Responsibilities
	The job descriptions of all future roles within the organisation along with their HERA profiles
	
	

	
	Notes: Insert a link to a folder containing the job descriptions here
	
	

	Competency Framework
	This is a document detailing the required skills, knowledge and behaviours of the roles within the organisation. It should make reference to the shared values and leadership style of the organisation
	
	

	
	Notes: Insert a link to the document or folder here
	
	

	Training Needs Analysis & Approach
	This is the document which details the training needs analysis for the roles and the agreed training approach
	
	

	
	Notes: Insert a link to the document or folder here
	
	

	Training Material
	Additionally, collate any training material which is created for the roles or a list of identified University training courses for the roles
	
	

	
	Notes: Insert links to the document and training folder here
	
	

	People Plan
	This is a HR report detailing all the people within the organisation, their current and future role, grade, FTE status, location and contract type.  
Access to this report should be limited
	
	

	
	Notes: Confirm the people plan has been completed only
	
	




	Business Processes (Systems)

	Business processes
	These are step by step diagrams which depict how the future process is performed, any business rules and key decision points, inputs and outputs, and who performs the step
	
	

	
	Notes: Insert link to process folder here
	
	

	Local policies
	These are any future policy documents held at the local level.  University policies do not need to be linked unless these are impacted by the change
	
	

	
	Notes: Insert a link to the document or folder here
	
	

	Local procedures
	These are any future procedure documents held at the local level.  University procedures do not need to be linked unless these are impacted by the change
	
	

	
	Notes: Insert a link to the document or folder here
	
	

	Management Information (Strategy, Systems)

	Strategic Vision and Plan
	The new strategic vision for the organisation and strategic plan, including annual operational priorities. These should provide the targets for the organisation
	
	

	
	Notes: Insert a link to the document or folder here
	
	

	Budget Plan
	The new budget for the organisation – annual and five year
	
	

	
	Notes: Insert a link to the document or folder here
	
	

	Report Requirements
	The future business requirements for reporting including the Key Performance Indicators, the relationship to the business process, and the mechanisms for reporting
	
	

	
	Notes: Insert a link to the document or folder here – include any mock reports and links to proof of concepts
	
	

	Reports
	All future reports used in the organisation to track performance or to provide information upon which decisions can be taken should be collated
	
	

	
	Notes: Insert a link to the document or folder here
	
	

	Tools / Dashboards
	Any future tools or system dashboards which are used to report status, track progress or provide information should be listed
	
	

	
	Notes: Insert a link to the document or folder here
	
	

	Information Technology (Systems)
Note: It is likely that many of these documents will be owned by IT and access may be limited. Advice and guidance can be obtained from the IT PMO or IT BA or Project Manager assigned.

	Business Requirements
	A document containing all the functional and non-functional business requirements for the solution 
	
	

	
	Notes: Insert a link to the document or folder here
	
	

	Requirements Traceability Matrix
	A document detailing how each business requirement is being met including noting any which will not be met at this point in time
	
	

	
	Notes: Insert a link to the document or folder here
	
	

	Solution Architecture
	A diagram of how the different systems relate to each other in the future state

	
	

	
	Notes: Insert a link to the document or folder here
	
	

	Solution Designs
	Documents detailing the new functionality provided within the technology solution (or a new solution)
	
	

	
	Notes: Insert a link to the document or folder here
	
	

	Security Matrices
	The new security applied to the solution – who can access what functionality or data through the system
	
	

	
	Notes: Insert a link to the document or folder here
	
	

	License records
	The record of the number of new licenses and to whom they’ve been issued
	
	

	
	Notes: Insert a link to the document or folder here
	
	

	Service Level Agreements or Supplier contracts
	Any new SLAs either internal or with suppliers of technology solutions

	
	

	
	Notes: Insert a link to the document or folder here
	
	

	Upgrade and Patch schedule
	The planned maintenance schedule of the current solutions
	
	

	
	Notes: Insert a link to the document or folder here
	
	

	Data Architecture, Map & Dictionary
	The diagram of the data within the solution architecture, how the data flows, any extracts, and the description of each data itemThe solution architecture provides a diagrammatic view of the technology architecture

	
	

	
	Notes: Insert a link to the document or folder here
	
	

	Information Governance (Systems)

	Privacy by Design Assessment
	An upfront assessment of the security and risk associated with IG within the solution design

	
	

	
	Notes: Insert a link to the document or folder here
	
	

	Document Management System
	This document will detail the future local procedure for document management: what documents are created, stored, accessed, archived or deleted and through what mechanism (shared folders, Sharepoint, etc.).
	
	

	
	Notes: Insert a link to the document or folder here
	
	

	Data Management System
	This document will detail the future local procedure for data management: what data is captured, stored, accessed, archived or deleted and through what tool.  
For most teams, data will be captured through technology and may be covered by a pre-existing or newly created IT document
	
	

	
	Notes: Insert a link to the document or folder here
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