[Application Name] Run Book

The Run Book is designed to contain sufficient information for IT to implement and support new systems or enhancements efficiently.  Completion of the Run Book is the responsibility of the Development Manager or designee in collaboration with Marketing and IT Network Engineering Group.  The Run Book should be started at the Design Stage and be completed prior to deployment. 

The Run Book must be reviewed and approved by the system’s Development Manager in Production prior to release to IT.  The Development Manager in Production will be responsible for reviewing and updating this document at every major enhancement or, at a minimum, every three months.

Instructions are in blue italicized text.  Delete the blue text, change the color to Automatic and remove italics as each section is completed. Delete all red text instructions before distributing the document.
1.
System Overview

1.1
Application Overview

1.1.1
Main function

Describe the main function of the system covered by this project.

1.1.2
Purpose

Describe the purpose of the system from both the client and the company’s perspective.

1.1.3
Project acronym

List the project’s acronym(s) and the modules to which they apply.

1.2
Business Flowchart

Create a flowchart to graph the flow of data, showing where the data comes from (input) and the ultimate use of the data (output).  Identify all output reports and other uses of output.  Identify all users of these reports or other output.

1.3
Technical Flowchart

Create a flowchart that mirrors the Business Flowchart but for each data element, show the physical equipment and location of that equipment.  This flowchart should address the physical layout of servers, hardware process, and the technical relationship of the systems.

1.4
Systems Availability

Consult with Marketing for this information.

1.4.1
Required online availability

Define the online hours of availability that will be required to service the clients.

1.4.2
Exceptions to required online availability

Define any exceptions to the online hour requirements such as outage windows, scheduled maintenance, etc.

1.5
Client Community

Consult with Marketing for this information.

1.5.1
Client name(s) and location

Complete the table by listing the names of the clients by organization name and their addresses.

	Name
	Address
	City
	State
	Zip
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