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1. Overview 

1.1 Purpose 
<Provide the purpose of the Release effort for the project. Include the solufion/service characterisfics, its 

software and architectural complexity, its geographic Release, the number of planned releases, the 

number of operators required (if any), and the anficipated number of users. Provide the inifial operability 

date. 

Indicate if the system is a new, enhanced, integrated, or migrated version of an exisfing system. Be sure 

to include informafion about whether the introducfion of the system will affect any exisfing databases or 

systems.> 

1.2 Release Roles and Responsibilifies 
<Provide a list of acfivifies required for Release and the project staff (HUD or contractor) responsible for 

the acfivity and its complefion. Use the table below to describe how different project roles contribute to 

the Release effort for the project. Refer to the ITM Roles and Responsibilifies document as necessary 

when idenfifying roles. Use posifions or job fitles rather than the names of individuals.> 

Role Name Release Responsibilifies 

Idenfify Role  Idenfify the person responsible Idenfify area of responsibility 

Table 1 - Release Roles and Responsibilifies 

2. Release Deployment 
<Idenfify the key acfivifies for deploying the system. Describe the effort involved for each type of acfivity, 

when each should be inifiated, and any interdependencies within the project or with outside systems, 

applicafions, and data sources. Use the subsecfions below to describe typical Release acfivifies that 

should be considered.> 

2.1 Release Scope
<What is the scope of work for this release? What addifional funcfionality, capabilifies, and/or 

improvements will be included in this release? What is the content of this release? Include physical 

changes in addifion to logical and a summary of significant changes and links to relevant release 

documentafion.> 

2.2 Assumpfions 
<Describe the assumpfions about the current capabilifies and use of the solufion when it is released to 

producfion. List any assumpfions made due to lack of informafion, e.g., ambiguous secfions in the 

specificafions, assumpfions about other systems or where requirements analysis was unclear.>
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Assumpfion Impact

Describe the assumpfion Discuss its effect on the Release Deployment

Table 2 – Assumpfions

2.3 Dependencies and Interfaces
<Describe any necessary coordinafion with owners of other systems, applicafions, or databases with 

which this system interfaces. Include situafions such as those where the data interchange has been 

modified, where a new piece of support software has been upgraded or replaced, or where a supporfing 

plafform has been upgraded or replaced. Idenfify the tesfing to be performed with these other systems, 

including the use of live data and operafional software, to verify proper operafion prior to cutover.>

Dependency Impact

Describe the dependency e.g., Budget Discuss its effect on the Release Deployment

Table 3 – Dependencies

2.4 Constraints 
< Describe factors that may affect the system deployment, such as staff, budget or schedule constraints. 

Idenfify constraints due to group involvement, external systems or infrastructure constraints.> 

Constraint Impact

Describe the constraint e.g., Technical Discuss its effect on the Release Deployment

Table 4 – Constraints 

2.3 Risks 
<Idenfify potenfial risks associated with the system’s release. Describe any adverse impacts to 

stakeholders during the release cycle. Provide a mifigafion strategy for each risk that describes the 

confingency if a risk is realized. Track this in the Risk List and coordinate with the Risk Management 

Plan.> 

Risk Type Details Risk Rafing Confingency 

[Low/Medium/High] 

Table 5 - Risks

3. Release Approach 
<The Release Approach is only necessary for a program or project that will be ufilizing a phased or 

incremental approach for its development and/or Release acfivifies. The Release Approach content is 

unnecessary if there is only one Release Deployment for all the requirements defined in the Requirements 
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Definifion Document (i.e., a phased Release is not intended). Describe the strategy and acfivifies 

addressed in the planning for the release. The Release Approach describes what porfions of the system 

funcfionality will be developed and implemented in which releases and the rafionale for each release and 

as such, is part of the Release Deployment. This Release Deployment provides the details regarding inifial 

Release of the releases, including sequencing and site-specific informafion.> 

3.1 Rafionale 
<Describe the rafionale for establishing this release approach. Reference any informafion or other 

deliverables (e.g., Requirements Definifion document, Technical Design document, Project Management 

Plan, Communicafion Management Plan, Procurement Management Plan, Risk Management Plan, and 

Project Tailoring Agreement (PTA)) that may have influenced the development of the release approach. 

Include key considerafions such as how the assumpfions, constraints, and risks from the previous secfion 

impact the release approach. Also consider lessons learned from other Releases.> 

3.2 Release Strategy 
<Describe at a high level the overall strategy for segmenfing the delivery of the solufion into specific 

releases. Idenfify if the release strategy is for a phased funcfion rollout/Release or for a phased user base 

rollout/Release.> 

3.3 Release Content 
<Idenfify each specific release, including a descripfion of the funcfionality to be delivered in each release. 

Explain what the proposed system will do (and not do, if necessary). Map individual requirements from 

the Requirements Definifion document to the specific release(s) that will provide that funcfionality, as 

appropriate. Provide any addifional rafionale for dividing the content into the specific releases.> 

3.4 Release Nofificafion 
<If there is release-specific communicafion that needs to occur that is not already described in the Project 

Management Plan (Communicafion Management Plan), please describe here. Specify the individual 

stakeholders and/or groups requiring nofificafion of an impending release. Also, describe the method for 

providing nofificafion prior to and/or following successful release of the solufion. Specify the informafion 

required by each person or group and the fimeframes for receipt of the informafion, prior to release. For 

example, the helpdesk may require that a nofificafion be received 10 days prior to release. Provide the 

release date, a user impact assessment, and a helpdesk impact assessment.>  

3.5 Release Management 
<Idenfify the acfivifies used to manage the planning, organizafion, development, tesfing, and Release of 

new features and funcfions, defects, change requests, etc. into the applicafion being developed. Idenfify 

the individuals involved in a typical release process.   

Develop a release checklist to help the project team idenfify when the product is ready for release for use 

by the customer.

Develop a release checklist to idenfify when the product is ready for release.>
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Release 

Deployment

Descripfion

Plan Idenfify scope of the release. You can add mulfiple changes to a release. Ensure 

the source configurafion items (CIs) are associated with the release. Prepare a 

task list for each release acfivity and task.

Build Idenfify the installafion scripts and packages to be deployed. Develop 

installafion scripts, reports, and related procedures.

Test Test the release package. Review the release package to ensure it can be 

accepted for deployment. Add the package to the necessary repository.

Plan Rollout Create detailed plans, including release dates and deliverables, to roll out at 

each site. For each site, schedule delivery for new funcfionality that are part of 

the release. Schedule training if needed.

Communicate Ensure stakeholders, end users, and support staff are aware of the proposed 

changes in the new funcfionality. To ensure a deployment is ready, schedule 

tesfing, system shutdowns, reminders, and so on.

Install Confirm with Configurafion Management the status of CIs involved in the 

release. Ensure target CIs are ready for release. Distribute the release to target 

CIs.

Distribute Idenfify what’s included in the release. You can add mulfiple changes to a 

release. Ensure source configurafion items (CIs) are associated with the release. 

Prepare a task list for each release acfivity and task.

Table 6 – Release Management Acfivifies

4. Release Testing 
<All releases are subject to tesfing in accordance with the standard release management process. This 

secfion should outline the plans and logisfics for complefing the tesfing for this specific release. 

Addifionally, any omissions or alterafions to the tesfing process must be idenfified. Tesfing results will be 

documented, aggregated, and communicated to relevant stakeholders for review (in accordance with the 

nofificafion plan outlined in the previous secfion) prior to the approval of the deployment. >

4.1 Internal Tesfing
<Describe the tesfing strategy that should be carried out to ensure that the applicafion is stable and 

idenfify any outstanding issues for invesfigafion and resolufion.>

4.2 User Acceptance Tesfing
<Describe how end users will be involved in tesfing the upcoming release. Describe the process for user 

tesfing including the users needed to test, what tests will be completed, and logisfics for the tesfing.>

5. Release Schedule 
<Provide a summary schedule for the acfivifies related to producfion Release. Indicate which acfivifies 

must be performed before the actual Release commences, as well as the acfivifies related to Release 

itself. 
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If Release will be done at mulfiple sites, provide a “model” schedule to show the details of a generic site 

Release, and then indicate the start and complefion date of each site to be installed in the overall 

schedule. 

If the system is to be deployed incrementally in mulfiple builds or releases, provide a detailed schedule for 

each build or release.> 

6. Release Impact 
<Describe how the solufion’s Release is expected to impact the network infrastructure, support staff, user 

community, etc. Include any references to service level agreements that describe the performance 

requirements, availability, security requirements, expected response fimes, system backups, expected 

transacfion rates, inifial storage requirements with expected growth rate, as well as helpdesk support 

requirements.  

Describe any changes that are needed to exisfing service level agreements, or any new service level 

agreements that may be needed to operate and maintain the system. Explain how the service level 

agreement will be monitored and adjusted, if necessary.> 
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Appendix A: References 
<Insert the name, version number, descripfion, and physical locafion of any documents referenced in this 

document. Add rows to the table as necessary.>  

Table 7 below summarizes the documents referenced in this document. 

Document Name Descripfion Locafion 

<Document name and 

version number> 

<Document descripfion> <URL to where document is located> 

Table 7 - Appendix A: References

Appendix B: Release Deployment Approval
The undersigned acknowledge they have reviewed the Release Strategy and authorize the <Project 

Name> project. The undersigned give the Project Manager the authority to apply the approved level of 

organizafional resources to project acfivifies. Changes to this document will be coordinated and 

approved by the undersigned or designated representafives.

[List the individuals whose signatures are required. For example, Project Sponsor and appropriate 

stakeholders. Add addifional lines as necessary.]

Signature: _________________________ Date: ______________

Print Name: ____________________________________

Title: ___________________________________________

Role: _____________________________________
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Signature: _________________________ Date: ______________

Print Name: ____________________________________

Title: ___________________________________________

Role: ____________________________________

Appendix B: Key Terms 
Table 8 below provides definifions and explanafions for terms and acronyms relevant to the content 

presented within this document. 

Term Definifion 

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

Table 8 - Appendix B: Key Terms
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