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	Instructions: Check the box below for every task that is complete. If there is a task that does not pertain to the project put an “N/A” in the comments column. 

	
	Tasks prior to PDD
	Comments

	☐	Set up user blueprint/design workshops to develop PDD
	

	☐	Identify roles and associated security
	

	☐	Determine the reporting needs that can be met through standard reports and queries
	

	☐	[bookmark: _GoBack]Determine the reporting needs that require custom reports developed 
	

	☐	Identify critical reports that need to be completed prior to Go Live 
	

	☐	Identify non go live critical reports (these will be developed and delivered between 6 weeks and 3 months post go live)
	

	
	PDD Tasks – PDD should include the following:
	

	☐	Detailed timeline - A confirmation of all hours and tasks required to fulfill the requirements
	

	☐	Swim lanes of process (following Process Documentation Standards, located on BIPO intranet site)
	

	☐	User requirement specifications
	

	☐	Business decisions
	

	☐	Exceptions, software constraints
	

	☐	T-codes
	

	☐	Business rules
	

	☐	Functionality required to fulfill requirements
	

	☐	Standard reports that will be delivered by Go Live
	

	☐	Customized reports that will be delivered by Go Live
	

	☐	Reports that will be delivered after Go Live
	

	☐	Business roles to be set up in the system and the functions they perform
	

	☐	Roles and associated security
	

	☐	Workflow requirements
	

	☐	Fields in the system
	

	☐	Special requirements
	

	☐	Assumptions
	

	
	Business Owner, PM, and Vendor Sign Off on PDD 
	

	☐	Ensure Process Design Document aligns to success indicators and performance measures and meets functional requirements
	

	☐	Secure funding and timeline based on PDD; finalize phasing, sequencing, and scope
	

	☐	Finalize/freeze To Be business processes, per PDD sign off
	

	☐	Begin to use system swimlane diagrams from PDD to build swimlane diagrams that represent entire end to end business process
	

	☐	Review implications of processes and functionality in PDD with Business Owner and users; walk through entire process with users and identify potential exceptions or issues that need to be resolved (use business process swimlane diagram as a tool) 
	

	☐	PDD approval/sign off process
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