
EDC Managed Services Deployment Sign-Off Form
	This form is used to record and acknowledge the approval of all parties when an application is code complete; agency deliverables are received at EDC; staging deployment is complete; and production deployment is complete.

	APPLICATION NAME:

	Code Complete and Agency Deliverables
Acknowledgement should come from an agency contact as well as a development team contact when the application code is completed and tested in the development environment. This application will only be migrated to the staging environment upon submission of this form. The scheduled date should be identified and recorded for the anticipated start of the deployment.

	Type
	Authorizing Name
	Date of Authorization

	Agency Sign-Off:
	
	MM/DD/YY

	Development Team  Sign-Off:
	
	MM/DD/YY

	EDC Team Sign-Off:
	
	MM/DD/YY

	Deployment Comments:

	

	Staging Environment

Acknowledgement should come from an agency contact, a development team contact, and from the EDC team lead to establish the 3-way sign-off that an application is complete and running properly in the staging environment.  The agency contact should approve once all business functions are confirmed to be functional within the staging environment. The Development team should approve after all technical components have been confirmed to be functioning properly. The EDC team lead should approve after stress testing, intrusion analysis and supportability review is completed satisfactory.

	Type
	Authorizing Name
	Date of Authorization

	Agency Sign-Off:
	
	MM/DD/YY

	Development Team  Sign-Off:
	
	MM/DD/YY

	EDC Team Sign-Off:
	
	MM/DD/YY

	Scheduled Deployment Date:  
	MM/DD/YY

	Actual Date Completed: 
	MM/DD/YY

	Deployment Comments:

	

	Production Environment

Once an application has been moved to production, one final sign-off should be established to confirm that the move to production was completed successfully.  All parties should provide sign-off representing their specific areas of concerns. Agency should provide requested time for update to the production environment in this section.

	Type
	Authorizing Name
	Date of Authorization

	Agency Sign-Off:
	
	MM/DD/YY

	Development Team Sign-Off:
	
	MM/DD/YY

	EDC Team Sign-Off:
	
	MM/DD/YY

	Scheduled Deployment Date: 
	MM/DD/YY

	Agency Requested Time:
	

	Actual Date Completed:         
	MM/DD/YY

	Actual Time Completed:
	

	Deployment Comments: 


Note:
Copies of this “electronic-only” form should be distributed to the contacts at the completion of each sign-off. The EDC team will keep the form as well, and additional inquiries about the sign-offs can be provided upon request by the EDC team. Copies are kept online at the EDC within our internal SharePoint site, if a copy is requested later. In the future, this electronic form will be migrated to a web-based application with integrated AD security.
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