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How to Use This Document

This document is a template for building your project document.  This template has been reviewed and accepted, but the sections and subsections may be modified to scale to the size and complexity of your project.  

Please rename this template and save the file using a descriptive filename.  

Some sections in this and other SDLC documents (such as Introduction, Project Purpose, and Project Background) may appear to be redundant between documents.  These sections are considered essential to allow each document to stand alone and provide basic information about the project.  Please feel free to cut and paste content from such sections in other documents where appropriate.  

Some sections and subsections in this document may include guidance on how to use the section. All guidance is shown in blue 11 pt Arial font.  Once you have read and understood the guidance, please delete it and replace it with your text.  

Some sections and subsections may include bracketed text to represent information which is variable across projects. Please replace bracketed text (including the brackets) with the content for this project.

Some sections and subsections may include boilerplate text. Boilerplate text is suggested language that may be used, modified, or discarded to conform to the particulars of your project. 

Please do not remove any entire sections or subsections from this document. If an entire section or subsection does not apply, include a statement under the section heading which reads, “This Section is not applicable for this project.” 

Before distributing this document for review or approval, please delete this How to Use This Document page. 
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1 Background
Provide some background information such as who initiated request to dispose or decommission, which specific system needs to be disposed of and whether or not any new system will replace disposed or decommissioned system. Include reasons or business case for disposing of the system. Add high level of scope of disposing or decommissioning effort.

2 Project Overview
Describe project approach (such as small project) taken to dispose of or decommissioning the system. Mention major deliverables (PMLC and SDLC) created in this project. Add major project activities performed in this project.

3 Decommissioning Status
Provide overall decommissioning status including status and brief description of all major activities. Include verification process of data destructions.

4 Recommendations
Recommend additional steps that need to be taken to complete the decommissioning effort.

