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Ohio Board of Regents
	SUPPORT INTERACTION FINAL REPORT



Purpose: The purpose of the Support Interaction Final Report is to formally document the support interaction for the software application/system including a comparison of projected and actual support incidents, staffing, costs, and long-term support requirements. Additionally, the Support Interaction Final Report is used to document support lessons learned.

	Project Identification 

	Project Name
	Project Number
	Date Created

	
	
	

	Project Sponsor
	Project Owner

	
	

	Program Manager
	Project Manager

	
	

	Completed by

	


	Deployment Results – Support Estimates vs. Actual 

	Support Incidents

	Estimated/ Projected Support Incidents:
	<List projected support incidents (number/type) for the application/ system. >
	Actual Support Incidents Recorded:
	<List actual support incidents (number/type) recorded against the application/system. >

	<Discuss the variances (if applicable) between the projected support incidents and the actual number of support incidents recorded. >

	Support Profile

	Projected Support Profile:
	<List the projected timing for the majority of support incidents that were expected against the software application/system (i.e., continuous, end of week, end of month, business/swing/grave shift hours, etc.). >
	Actual Support Profile:
	< List the actual profile of the support incidents reported against the software application/system (i.e., continuous, end of week, end of month, business/swing/grave shift hours, etc.). >

	<Discuss the variances (if applicable) between the projected support profile and the actual support profile for the software application/system. >

	Support Staffing Requirements

	Estimated/Projected Staffing:
	<List the projected number. >
	Actual Staffing Required:
	<List the actual number. >

	<Discuss the variances (if applicable) between the projected staffing requirements and the required staffing for the software application/system. >

	Support Costs

	Estimated/Projected Support Costs:
	<Costs $>
	Actual Support Costs:
	<Costs$>

	<Discuss the variances (if applicable) between the projected support costs and the actual support costs for the software application/system. >


	Unexpected Support Incidents or Events

	Identification and Discussion

	<Identify and discuss any unexpected support incidents or events which occurred during the deployment of the software application/system. Discuss the significance of the incidents or events, and any steps required to address these incidents or events (if applicable). >


	Recommendations for Long-term Support

	Recommendations

	<Identify any additional requirements for long-term support of the software application/system. Include a discussion of support: staffing, coverage, costs, and tools required for long-term support. >


	Support - Lessons Learned

	Identification and Discussion

	<Identify any lessons learned related to support, support processes, support staffing, etc. Discuss the significance of the lessons learned, and any process improvement recommendations based on the lessons learned. >
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