Install build checklist example

Installer name:

Section 1: Install details

Gather and document required information:
	What is required?
	Standard computer
	

	Who is it for?
	Name:
	Elizabeth Williams

	
	Location:
	Admin block

	
	Telephone:
	Extension 7389

	Has a build been released?
	Yes → locate build procedure
	

	
	No → create build procedure
	

	Is software licence available?
	Yes → assign licence in licence list
	

	
	No → refer to purchasing authority
	

	When is the install required by?
	End of Friday 25 September 2009
	

	How long will the install take?
	2 hours
	

	Install scheduled for
	Date:
	Wednesday 23 Sept 2009

	
	Time:
	14:00

	Is training required?
	Yes
	

	Training scheduled for
	Date:
	Wednesday 23 Sept 2009

	
	Time:
	16:00

	Trainer
	Name:
	Rajinder Singh

	Is user documentation available?
	Yes → locate user documentation
	


Section 2: Install checklist

Complete all tasks required
	Task
	· 

	Build procedure located
	· 

	User documentation located
	· 

	User contacted to schedule installation
	· 

	Installation scheduled
	· 

	Training scheduled
	· 

	Build installed
	· 

	All elements of build procedure followed
	· 

	Installation completed
	· 

	User informed of installation completed
	· 

	Training completed
	· 

	User documentation provided to user
	· 

	Additional user information provided to user
	· 

	Software licence list updated
	· 

	Incident/Request process complated
	· 


Section 3: Install document details
Store install build document for this install:

	Name
	Path
	· 

	Install checklist Rajinder Singh 1.doc
	T:\TSAS\FITS\Documentation\Install Checklists
	· 
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