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[bookmark: _Toc3553710][bookmark: _Toc497871702][bookmark: _Toc497872046][bookmark: _Toc497872814][bookmark: _Toc497872969][bookmark: _Toc497873017]Introduction
[bookmark: _Toc3553711]Purpose of the Disposition Plan
The purpose of this Disposition plan is to detail the activities and coordination required to retire the <Insert Information System Name> in accordance with CMS and Federal Policies.
[bookmark: _Toc3553712]Overview
Instructions: Provide a brief description of the information system and reference the high level functionality provided by the system.  This will help highlight what functions will no longer be available to the end users of the system.
[bookmark: _Toc3553713]Scope
Instructions: Provide a brief description of the business and/or technical reasons why this information system should be retired (i.e., older technology, additional maintenance, security risks, etc.).  Indicate if the retired information system will be replaced by one or more solutions, indicating the high-level business needs the solutions will address.
[bookmark: _Toc3553714]Disposition Timeline
Instructions: Provide a brief description of the timeline to retire the information system including any key activities, milestones, and dependencies. 
[bookmark: _Toc3553715]Points of Contact
Instructions: Provide the names of the key stakeholders, their roles, organization, and contact information of those people who will participate in the Retire Phase and serve as points of contact for the system disposition.
[bookmark: _Toc3553716]Transition Planning
[bookmark: _Toc3553717]Stakeholder Impact
[bookmark: _Toc288057811][bookmark: _Toc288057812][bookmark: _Toc288057813][bookmark: _Toc288057814][bookmark: _Toc288057839][bookmark: _Toc288057840][bookmark: _Toc490026795]Instructions: Provide a brief description of how stakeholders and/or end users may be impacted by the loss of functionality from the disposition of this information system and any proposed workaround solutions.  Include any technical interdependencies with other systems that may need to be mitigated.
[bookmark: _Toc3553718]Security Categorization
Instructions: In conjunction with your Information System Security Officer (ISSO), provide the security categorization rating assigned to this information system for the following categories:  Confidentiality, Integrity, and Availability. Describe how the program will complete the activities required to receive a Federal Information Security Management Act (FISMA) System Retirement Memo and Destruction Certificate.
[bookmark: _Toc3553719]Notifications and Communications
Instructions: This section describes the plan for notifying known users of the system being shut down, and other affected parties, such as those responsible for other, interfacing systems, and operations staff members involved in running the system.
[bookmark: _Toc3553720]System Disposition
[bookmark: _Toc3553721]Data Disposition
Instructions: This section describes the plan for archiving, deleting, or migrating the data to other systems from the system being shut down.  The plan should also include a section on how the data will be sanitized if applicable.
[bookmark: _Toc3553722]Software Disposition
Instructions: This section describes the plan for archiving, deleting, or migrating the software library files to other systems from the system being shut down.
[bookmark: _Toc3553723]Equipment Disposition
Instructions: This section describes the plan for archiving, deleting, or transferring to other systems the hardware and other equipment used by the system being shut down.
[bookmark: _Toc3553724]Documentation Disposition
Instructions: This section describes the plan for archiving, deleting, or transferring to other systems the hardcopy and softcopy system, operations, and user documentation for the system being shut down.
[bookmark: _Toc3553725]Project Closedown
[bookmark: _Toc3553726]Project Staff
Instructions: This section describes the plan for notifying project team members of the shutdown of the system, and the transfer of these team members to other projects.
[bookmark: _Toc3553727]Records Management
Instructions: This section describes the plan for records management, including the plan for archiving, deleting, or transferring to other projects the records of project activity for the project that has been maintaining the system being shut down to National Archives and Records Administration (NARA).
[bookmark: _Toc3553728]Facilities
Instructions: This section describes the plan for transferring or disposing of facilities used by the project staff for the system being shut down.
[bookmark: _Toc3553729]Agreements and Contracts
Instructions: This section describes the plan for transferring or terminating contracts and/or support agreements (e.g. Service Level Agreements, Memorandums of Agreement/Understanding) used to support the system being shut down.
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Appendix A: [bookmark: _Toc395081362][bookmark: _Toc395092000][bookmark: _Toc395093009][bookmark: _Toc395095146][bookmark: _Toc395107345][bookmark: _Toc395163185][bookmark: _Toc395165903][bookmark: _Toc395166938][bookmark: _Toc395168739][bookmark: _Toc395170179][bookmark: _Toc395769966][bookmark: _Toc395773787][bookmark: _Toc395775526][bookmark: _Toc395779302][bookmark: _Toc395780408][bookmark: _Toc395792887][bookmark: _Toc395853462][bookmark: _Toc3553730][bookmark: RecordOfChanges]Record of Changes
Instructions: Provide information on how the development and distribution of the System Disposition Plan will be controlled and tracked. Use the table below to provide the version number, the date of the version, the author/owner of the version, and a brief description of the reason for creating the revised version.
[bookmark: _Toc391640582][bookmark: _Toc395092485][bookmark: _Toc395104116][bookmark: _Toc395104372][bookmark: _Toc395107353][bookmark: _Toc395163195][bookmark: _Toc395165913][bookmark: _Toc395166952][bookmark: _Toc395168754][bookmark: _Toc395170191][bookmark: _Toc395769976][bookmark: _Toc395773330][bookmark: _Toc395775537][bookmark: _Toc395779312][bookmark: _Toc395780416][bookmark: _Toc395792907][bookmark: _Toc395853470][bookmark: _Toc3552544]Table 1: Record of Changes
	[bookmark: _GoBack]Version
Number
	Date
	Author/Owner
	Description of Change

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	



Appendix B: [bookmark: _Toc395081363][bookmark: _Toc395092001][bookmark: _Toc395093010][bookmark: _Toc395095147][bookmark: _Toc395107346][bookmark: _Toc395163186][bookmark: _Toc395165904][bookmark: _Toc395166939][bookmark: _Toc395168740][bookmark: _Toc395170180][bookmark: _Toc395769967][bookmark: _Toc395773788][bookmark: _Toc395775527][bookmark: _Toc395779303][bookmark: _Toc395780409][bookmark: _Toc395792888][bookmark: _Toc395853463][bookmark: _Toc3553731]Acronyms
Instructions: Provide a list of acronyms and associated literal translations used within the document. List the acronyms in alphabetical order using a tabular format as depicted below.
[bookmark: _Toc391640583][bookmark: _Toc395092486][bookmark: _Toc395104117][bookmark: _Toc395104373][bookmark: _Toc395107354][bookmark: _Toc395163196][bookmark: _Toc395165914][bookmark: _Toc395166953][bookmark: _Toc395168755][bookmark: _Toc395170192][bookmark: _Toc395769977][bookmark: _Toc395773331][bookmark: _Toc395775538][bookmark: _Toc395779313][bookmark: _Toc395780417][bookmark: _Toc395792908][bookmark: _Toc395853471][bookmark: _Toc3552545]Table 2: Acronyms
	Acronym
	Literal Translation

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	


Appendix C: [bookmark: _Toc363205557][bookmark: _Toc395081364][bookmark: _Toc395092002][bookmark: _Toc395093011][bookmark: _Toc395095148][bookmark: _Toc395107347][bookmark: _Toc395163187][bookmark: _Toc395165905][bookmark: _Toc395166940][bookmark: _Toc395168741][bookmark: _Toc395170181][bookmark: _Toc395769968][bookmark: _Toc395773789][bookmark: _Toc395775528][bookmark: _Toc395779304][bookmark: _Toc395780410][bookmark: _Toc395792889][bookmark: _Toc395853464][bookmark: _Toc3553732]Glossary
Instructions: Provide clear and concise definitions for terms used in this document that may be unfamiliar to readers of the document. Terms are to be listed in alphabetical order.
[bookmark: _Toc391640584][bookmark: _Toc395092487][bookmark: _Toc395104118][bookmark: _Toc395104374][bookmark: _Toc395107355][bookmark: _Toc395163197][bookmark: _Toc395165915][bookmark: _Toc395166954][bookmark: _Toc395168756][bookmark: _Toc395170193][bookmark: _Toc395769978][bookmark: _Toc395773332][bookmark: _Toc395775539][bookmark: _Toc395779314][bookmark: _Toc395780418][bookmark: _Toc395792909][bookmark: _Toc395853472][bookmark: _Toc3552546]Table 3: Glossary
	Term
	Definition

	
	

	
	

	
	

	
	




Appendix D: [bookmark: _Toc363205558][bookmark: _Toc395081365][bookmark: _Toc395092003][bookmark: _Toc395093012][bookmark: _Toc395095149][bookmark: _Toc395107348][bookmark: _Toc395163188][bookmark: _Toc395165906][bookmark: _Toc395166941][bookmark: _Toc395168742][bookmark: _Toc395170182][bookmark: _Toc395769969][bookmark: _Toc395773790][bookmark: _Toc395775529][bookmark: _Toc395779305][bookmark: _Toc395780411][bookmark: _Toc395792890][bookmark: _Toc395853465][bookmark: _Toc3553733]Referenced Documents
Instructions: Summarize the relationship of this document to other relevant documents. Provide identifying information for all documents used to arrive at and/or referenced within this document (e.g., related and/or companion documents, prerequisite documents, relevant technical documentation, etc.).
[bookmark: _Toc391640585][bookmark: _Toc395092488][bookmark: _Toc395104119][bookmark: _Toc395104375][bookmark: _Toc395107356][bookmark: _Toc395163198][bookmark: _Toc395165916][bookmark: _Toc395166955][bookmark: _Toc395168757][bookmark: _Toc395170194][bookmark: _Toc395769979][bookmark: _Toc395773333][bookmark: _Toc395775540][bookmark: _Toc395779315][bookmark: _Toc395780419][bookmark: _Toc395792910][bookmark: _Toc395853473][bookmark: _Toc3552547]Table 4: Referenced Documents
	Document Name
	Document Location and/or URL
	Issuance Date

	
	
	

	
	
	

	
	
	



Appendix E: [bookmark: _Toc363205561][bookmark: _Toc395081366][bookmark: _Toc395092004][bookmark: _Toc395093013][bookmark: _Toc395095150][bookmark: _Toc395107349][bookmark: _Toc395163189][bookmark: _Toc395165907][bookmark: _Toc395166942][bookmark: _Toc395168743][bookmark: _Toc395170183][bookmark: _Toc395769970][bookmark: _Toc395773791][bookmark: _Toc395775530][bookmark: _Toc395779306][bookmark: _Toc395780412][bookmark: _Toc395792891][bookmark: _Toc395853466][bookmark: _Toc3553734]Approvals
The undersigned acknowledge that they have reviewed the System Disposition Plan and agree with the information presented within this document. Changes to this System Disposition Plan will be coordinated with, and approved by, the undersigned, or their designated representatives.
Instructions: List the individuals whose signatures are desired. Examples of such individuals are Business Owner, Project Manager (if identified), and any appropriate stakeholders. Add additional lines for signature as necessary.


Signature:	__________________________________		Date:	_____________
Print Name:	__________________________________		
Title:		__________________________________	
Role:		__________________________________

Signature:	__________________________________		Date:	_____________
Print Name:	__________________________________		
Title:		__________________________________	
Role:		__________________________________

Signature:	__________________________________		Date:	_____________
Print Name:	__________________________________		
Title:		__________________________________	
Role:		__________________________________


Appendix F: [bookmark: _Toc363205562][bookmark: _Toc395081367][bookmark: _Toc395092005][bookmark: _Toc395093014][bookmark: _Toc395095151][bookmark: _Toc395107350][bookmark: _Toc395163190][bookmark: _Toc395165908][bookmark: _Toc395166943][bookmark: _Toc395168744][bookmark: _Toc395170184][bookmark: _Toc395769971][bookmark: _Toc395773792][bookmark: _Toc395775531][bookmark: _Toc395779307][bookmark: _Toc395780413][bookmark: _Toc395792892][bookmark: _Toc395853467][bookmark: _Toc3553735][bookmark: NotestoAuthor]Notes to the Author / Template Instructions
This document is a template for creating a System Disposition Plan for a given investment or project. The final document should be delivered in an electronically searchable format. The System Disposition Plan should stand on its own with all elements explained and acronyms spelled out for reader/reviewers, including reviewers outside CMS who may not be familiar with CMS projects and investments.
This template includes instructions, boilerplate text, and fields. The developer should note that:
Each section provides instructions or describes the intent, assumptions, and context for content included in that section. Instructional text appears in blue italicized font throughout this template.
Instructional text in each section should be replaced with information specific to the particular investment.
Some text and tables are provided as boilerplate examples of wording and formats that may be used or modified as appropriate.
When using this template, follow these steps:
1. Table captions and descriptions are to be placed centered, above the table.
2. Modify any boilerplate text, as appropriate, to your specific investment.
3. Do not delete any headings. If the heading is not applicable to the investment, enter “Not Applicable” under the heading.
4. All documents must be compliant with Section 508 requirements.
5. Figure captions and descriptions are to be placed centered, below the figure. All figures must have an associated tag providing appropriate alternative text for Section 508 compliance.
6. Delete this “Notes to the Author / Template Instructions” page and all instructions to the author before finalizing the initial draft of the document. 
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