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Site Survey Procedure
Description:  

This procedure identifies the steps for selecting the project site survey team, coordinating with the customer to define existing infrastructure, identifying remaining requirements, and documenting the findings for further action from the customer and the organization.  Any revisions to the Implementation Plan are documented.

Entry Criteria: 
Complete the following before beginning this procedure:

· Draft Implementation Plan
· Proposed sites

Procedure Steps: (These steps are not necessarily sequential.) 
1.   Project Manager:  Select the Project Site Survey Team.
Select the Project Site Survey Team and schedule site surveys after the Release Schedule is created.

2.  Project Manager:  Review the Implementation Plan. 

Review the final Implementation Plan for requirements, tasks, and responsibilities dealing with the preparation of the customer sites.  

3.  Project Manager:  Perform the site survey and document the existing infrastructure.

The Project Manager and the Site Survey Team coordinate site survey schedule with the customer and inform the customer or user of their role in the site survey.  As necessary, arrange for the Site Survey Team to be escorted and have access to essential personnel and existing infrastructure.  Complete Site Survey Form.

4.   Project Manager:  Prepare the Project Site Survey Report.

The Project Manager and the Site Survey Team will compare results of Site Survey Forms to the infrastructure requirements in the Implementation Plan.  They will document any requirements, discrepancies, or issues in the Site Survey Report. 

5.  Project Manager:  Review and approve the Site Survey Report.  

After reviewing and approving the Site Survey Report, the Project Manager forwards it to the Project Configuration Manager.
6.   Project Configuration Manager:  Submit the Site Survey Report.

Submit the Site Survey Report to the customer for approval.

7.   Lead Functional Analyst:  Revise and submit the Implementation Plan. 
Based on the Site Survey Reports, the Lead Functional Analyst makes any necessary revisions to the Implementation Plan (IP) and submits it to the Project Manager for review.

Exit Criteria: 
The following work products are a result of completing this procedure:

· Implementation Plan
· Site Survey Report 
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