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Checklist per il Rilascio 
della 
Metodologia di Project Management 

Il responsabile dei rilasci della metodologia, appartenente al PMO, deve seguire la seguente  checklist con il team di progetto per essere sicuro che vengano eseguite le operazioni corrette per rendere effettiva la comunicazione e la diffusione del rilascio.

Una volta stabilita la data di rilascio, le attività della checklist (ed il piano di implementazione, se c’è) vengono assegnati a ritroso da quella data. 
Per esempio, se il rilascio è fissato per il 1° Ottobre, e la Checklist del rilascio dice che le note operative devono essere ultimate due settimane prima del rilascio, tu sai che le note sono dovute non più tardi del 16 Settembre.

	#
	Activity
	Who Responsible
	Date Due
	Status

	1
	Notify PMO team members of the release date and the last day to have material included in the release
	Smith
	12/02/2002
	Complete

	2
	Complete the Release Notes template with all new, changed and deleted documents
	
	
	

	3
	Send completed and finalized Release Notes to PMO team for review
	
	
	

	4
	Set up meeting with PMO team to discuss the changes for this release
	
	
	

	5
	Meet with the PMO team to discuss the release changes and answer questions
	
	
	

	6
	Determine if any material is substantial enough that the general staff needs awareness sessions or training classes; if so, schedule now
	
	
	

	7
	Isolate all release material into a separate release folder
	
	
	

	8
	Draft a release announcement for the staff
	
	
	

	9
	Circulate the release announcement for approval within the PMO and other approving stakeholders
	
	
	

	10
	Back up the Document Repository just before the release changes are made
	
	
	

	
	Release Day
	
	
	

	11
	Make all required changes to the Document Repository to reflect the new release (All the new, changed and modified material is live at this point)
	
	
	

	12
	Perform any validation or quality control checks on the release documents in the Repository
	
	
	

	13
	Send the release announcement to the organization
	
	
	

	14
	Save the release notes as a record of what was changed.
	
	
	

	15
	Answer questions and provide support to the staff as needed
	
	
	

	16
	PMO team gets together to discuss how release was handled and document any improvements for future releases (Post Release)
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