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Checklist for Commissioning New Services
Explanation: This is a practical example of a checklist for commissioning new services by Business Information Management and its suppliers 
New Service Description:
Date:
Completed By: 

	Checklist Item
	Yes
	No
	Explanation

	Required documentation available
- functional description
- end user manual
- information security requirements
- component list
- data model (logical and technical inc. relationship types)
- interface descriptions
- program/component descriptions
- stress and load testing reports
- known error list
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	Call, Incident, Problem, and Configuration implemented + Help desk instructed
- problem types
- handling groups
- CIs included in CMDB
- case studies for correct order
- help desk end user manual template filled in
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	Service levels in place
- SLAs made between Business Information and 
Application and IT Infrastructure Management
- risks agreed, SLAs known and covered
- service included in service catalog
- maintenance windows known
- impact of batch lead time known
- additional annual management capacity required 
(admin load) known and arranged
- hour regulation(s) set for entering administrator hours
- tooling required for management implementation arranged
- end user and administrator authorizations created
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	Checklist Item
	Yes
	No
	Explanation

	Training
- required skills matrix
- end user training/instruction
- Business Information, Application, and IT Infrastructure 
Management training/instruction
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	End user communications
- end user information available on website
- end user meeting planned
- aftercare agreements made
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	Change requirements
- implementation plan in place
- test plan and test reports available
- production change tested in test environment according 
to implementation plan
- contingency plan in place and tested
- risks to production environment availability known 
and covered
- implications for other systems detailed
- change before commissioning recorded (state number)
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	Space for additional checklist items
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