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	The Pacific Way – Small Websites
Our goal is to provide you the best experience possible with your Pacific Migration by following our outlined methodology for a successful migration:
Initiation Phase
· SIPA contacts the entity to inform them that CI will be migrating their current website to Pacific. SIPA will confirm that the current EPM will be the Minisite Administrator (MSA) for the new website. SIPA gives the entity basic information about the process and sends them a Welcome Packet. SIPA informs them that their project has been assigned to a Colorado Interactive Project Manager (CIPM) and will soon be initiated by the CIPM.  
· SIPA informs CI that entity is ready to migrate. 
· CI drafts and sends intro email with Work Order to the MSA. (The MSA has one week to return). 
· The CIPM sets up the Project Kick-Off call with the MSA to answer any questions that the entity may have regarding the project process, review the Work Order, and discuss website requirements (re-directs, etc). This can be done after the Work Order is sent to the MSA.  
Required Documentation: Work Order 
Requirements Gathering
· MSA to provide the CIPM the desired URL for the new website. 
· MSA to provide signed Security Agreement for website. 
· The entity’s website will be provisioned.
· The Minisite Administrator will be granted access to the new website to review and track progress during the migration phase.  
· Training materials will be supplied to the MSA. The MSA will be responsible for reviewing the training and disseminating the training materials to the entity web team (if applicable) so the entity can maintain the new website post migration. 
· The Requirements Document will be executed, outlining the website URL and any necessary re-directs and URL’s that will be provisioned on behalf of the entity. 
Required Documentation: CMS Website Requirements Document 
Migration Phase
· CI CMS Specialists will migrate current website content with the oversight of the CIPM and consultation of the MSA. All questions related to website content will be directed to the website MSA, the entity’s sole communicator for the migration.
· If needed, a CI designer will prototype a banner for the new website. The MSA will be responsible for approving the new banner. (Banner design needs will be defined during requirements gathering).
· [bookmark: _GoBack]The CIPM will spot-check the website prior to sending a new website prototype to the MSA for approval. Any corrections to the prototype will be made by the CI CMS Specialist. 
· Once the MSA has reviewed and approved the new website prototype, the CIPM will send the MSA a Letter of Acceptance to confirm the website is ready to go live.
Deployment phase
· Once a signed Letter of Acceptance has been received by the CIPM, the website will be reviewed and submitted to the Change Advisory Board for review prior to going live. The Go-Live phase will take roughly two weeks. All corresponding requests including deployment of proxy server requests and removal of old URLs (if applicable) will be completed in tandem to the Go-Live request.
· The website will be launched into the production environment, pending the Change Advisory Board’s approval.
Required Documentation: Letter of Acceptance 
Closure phase
· A press release and other marketing efforts may be coordinated by CI on behalf of the entity with the MSA’s input.
· The old site will be decommissioned as outlined in the Requirements Document. 
· The project is now considered closed and will be transferred to the Service Desk.  The Service Desk will then be the primary communication contact for continued questions and support related to the website.  
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