Appendix O, Release Report Sample
This is only an example of the Release Report. As noted in the Project, the Offeror may propose a different version of this report as part of their response. Note, regardless of the format, this report is a paid deliverable. 
Approval
☐Approve
☐Approve with Comments
☐Reject with Comments
_______________________________________________________________________
_______________________________________________________________________
_______________________________________________________________________
Overall Status
	Status 
	High-level Overview
	Risks - Issues

	Green
	Full Release #1 complete, Requirement and Design for R1 Patch complete
	None



Regular Release Status and Summary 
Definition: Full release information including the patch.
	Release Name
	Date Implemented
	# of Warranty Items
	Date Warranty Items Complete

	Release 1
	12/15/xx
	2
	12/30/xx

	Release 1 Patch
	12/29/xx
	0
	





Work Product Completion
	Work Product Name
	Release Submission Date
	Status
	Patch Submission Date
	Status

	High Level Estimates
	xx/xx/xxxx
	Approved
	xx/xx/xxxx
	Approved

	Attend Requirement Sessions
	xx/xx/xxxx
	Approved
	xx/xx/xxxx
	Approved

	Attend Design Sessions
	xx/xx/xxxx
	Approved
	xx/xx/xxxx
	Approved

	Release Scope
	xx/xx/xxxx
	Approved
	xx/xx/xxxx
	Approved

	Requirements Traceability Matrix
	xx/xx/xxxx
	Approved
	xx/xx/xxxx
	Approved

	Data Management Plan
	xx/xx/xxxx
	Approved
	xx/xx/xxxx
	Approved

	Data Mapping Document
	xx/xx/xxxx
	Approved
	xx/xx/xxxx
	Approved

	Scripts
	xx/xx/xxxx
	Approved
	xx/xx/xxxx
	Approved

	Script Narrative
	xx/xx/xxxx
	Approved
	xx/xx/xxxx
	Approved

	Defect Strategy
	xx/xx/xxxx
	Approved
	xx/xx/xxxx
	Approved

	Accessibility Checklists
	xx/xx/xxxx
	Approved
	xx/xx/xxxx
	Approved

	Deployment Manifest
	xx/xx/xxxx
	Approved
	xx/xx/xxxx
	Approved

	Implementation Plan
	xx/xx/xxxx
	Approved
	xx/xx/xxxx
	Approved

	Release Functionality with Validation Report
	xx/xx/xxxx
	Approved
	xx/xx/xxxx
	Approved

	DAST/SAST Scan Reports
	xx/xx/xxxx
	Approved
	xx/xx/xxxx
	Approved

	Release Final Report (Pay Point)
	xx/xx/xxxx
	Approved
	xx/xx/xxxx
	Approved

	Knowledge Transfer Plan
	xx/xx/xxxx
	Approved
	xx/xx/xxxx
	Approved

	Weekly Status Reports
	xx/xx/xxxx
	Approved
	xx/xx/xxxx
	Approved



System Availability 
Definition: Consult SLA’s
	Date Range
	% Time Available
	Comments

	
	
	



Production Support Requests (data and non-data updates) 
Definition: Data fixes
	Data Fix Request
	
	
	

	
	
	
	

	
	
	
	



Technical Team Content and Infrastructure Maintenance
Definition: Any supporting software or hardware upgrades / installations needed
	Maintenance Item 
	Detail
	Percent Complete
	Implementation Date

	Upgrade server software
	Update xx
	65%
	2/15/xx

	
	
	
	



Staff Changes 
Definition: Incoming and outgoing staff
Percentage of staff turnover = (turnover #)/ (total staff)
	Incoming Name
	Incoming Type/Title
	Details

	Bob Jones
	Business Analyst
	Working with OVR

	
	
	



	Outgoing Name
	Outgoing Type/Title
	Details

	Cindy Smith
	Business Analyst
	Will be working with OVR


Risks and Issues 
Definition: List of risks and issues
	Risk No.
	Risk Name
	Risk Details
	Status
	Mitigation Plan

	1
	
	
	
	

	
	
	
	
	



	Issue No.
	Issue Name
	Issue Details
	Status
	Mitigation Plan

	1
	
	
	
	

	
	
	
	
	



Knowledge Transfer
Definition: Technical training – accomplished and upcoming
	KT Name
	Dates
	Description
	Status/Detail

	
	
	
	

	
	
	
	




