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Notes to the Author

[This document is a template of a <Deliverable Name> document for a project. The template includes instructions to the author, boilerplate text, and fields that should be replaced with the values specific to the project.

· Blue italicized text enclosed in square brackets ([text]) provides instructions to the document author, or describes the intent, assumptions and context for content included in this document.

· Blue italicized text enclosed in angle brackets (<text>) indicates a field that should be replaced with information specific to a particular project.

· Text and tables in black are provided as boilerplate examples of wording and formats that may be used or modified as appropriate to a specific project. These are offered only as suggestions to assist in developing project documents; they are not mandatory formats.

When using this template, the following steps are recommended:

1. Replace all text enclosed in angle brackets (e.g., <Project Name>) with the correct field document values. These angle brackets appear in both the body of the document and in headers and footers. To customize fields in Microsoft Word (which display a gray background when selected) select File->Properties->Summary and fill in the appropriate fields within the Summary and Custom tabs.

After clicking OK to close the dialog box, update all fields throughout the document selecting Edit>Select All (or Ctrl-A) and pressing F9. Or you can update each field individually by clicking on it and pressing F9.

These actions must be done separately for any fields contained with the document’s Header and Footer.
2. Modify boilerplate text as appropriate for the specific project.

3. To add any new sections to the document, ensure that the appropriate header and body text styles are maintained. Styles used for the Section Headings are Heading 1, Heading 2 and Heading 3. Style used for boilerplate text is Body Text.
4. To update the Table of Contents, right-click on it and select “Update field” and choose the option - “Update entire table”.

5. Before submission of the first draft of this document, delete this instruction section “Notes to the Author” and all instructions to the author throughout the entire document.
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1 Introduction

1.1 Purpose 

 [Provide the purpose of the Disposition Plan.  Reference the information system name and provide identifying information about the system undergoing disposition.]

1.2 Overview 

[Provide a brief description of the information system and reference the high level functionality provided by the system.  This will help highlight what functions will no longer be available to the end users of the system.]

1.3 Scope 

[Provide a brief description of the business and/or technical reasons why this information system should be sunset (i.e., older technology, additional maintenance, security risks, etc.).  Indicate any alternative sources to the same functionality, if applicable.]
1.4 Objectives 

[Provide a brief description of what you hope to accomplish within the scope of the key disposition tasks:  transition planning, component disposal, media sanitization, and information archiving.]

1.5 Points of Contact 

[Provide the names of the key stakeholders, their roles, organization, and contact information of those people who will participate in the Disposition Phase and serve as points of contact for the system disposition.]
2 transition Planning

2.1 Stakeholder Impact
[Provide a brief description of how stakeholders and/or end users may be impacted by the loss of functionality from the disposition of this information system and any proposed workaround solutions.  Include any technical interdependencies with other systems that may need to be mitigated]
2.2 Security Categorization
[In conjunction with your Information System Security Officer (ISSO), provide the security categorization rating assigned to this information system for the following categories:  Confidentiality, Integrity, and Availability.]
2.3 Notifications and Communications

[This section describes the plan for notifying known users of the system being shut down, and other affected parties, such as those responsible for other, interfacing systems, and operations staff members involved in running the system.]

3 System Disposition

3.1 Data Disposition 

[This section describes the plan for archiving, deleting, or migrating the data files to other systems from the system being shut down.  The plan should also include a section on how the data will be sanitized if applicable.]
3.2 Software Disposition 

[This section describes the plan for archiving, deleting, or migrating the software library files to other systems from the system being shut down.]
3.3 Equipment Disposition 

[This section describes the plan for archiving, deleting, or transferring to other systems the hardware and other equipment used by the system being shut down.]
3.4 Documentation Disposition 

[This section describes the plan for archiving, deleting, or transferring to other systems the hardcopy and softcopy system, operations, and user documentation for the system being shut down.]

4 PROJECT CLOSEDOWN 

4.1 Project Staff 

[This section describes the plan for notifying project team members of the shutdown of the system, and the transfer of these team members to other projects.]
4.2 Records Management
[This section describes the plan for records management, including the plan for archiving, deleting, or transferring to other projects the records of project activity for the project that has been maintaining the system being shut down.]
4.3 Facilities 

[This section describes the plan for transferring or disposing of facilities used by the project staff for the system being shut down.]
APPENDIX A: Project Disposition Plan Approval

The undersigned acknowledge that they have reviewed the <Project Name> Disposition Plan and agree with the information presented within this document. Changes to this Disposition Plan will be coordinated with, and approved by, the undersigned, or their designated representatives.

	Signature:
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	Print Name:
	
	
	

	
	
	
	

	Title:
	
	
	

	Role:
	Project Manager
	
	


APPENDIX B:  PROJECT REFERENCES

[This section provides a bibliography of key project references and deliverables that have been produced before this point in the project development.  These documents may have been produced in a previous development life cycle that resulted in the initial version of the system now undergoing disposition or may have been produced in subsequent enhancement efforts as appropriate.  Insert the name, version number, description, and physical location of any documents referenced in this document.  Add rows to the table as necessary.] 

The following table summarizes the documents referenced in this document.

	Document Name
	Description
	Location

	<Document Name and Version Number>
	<Document description>
	<URL to eRoom where document is located>

	
	
	

	
	
	


APPENDIX C: KEY TERMS

The following table provides definitions and explanations for terms and acronyms relevant to the content presented within this document.

	Term
	Definition

	[Insert Term]
	<Provide definition of term and acronyms used in this document.>
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