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	Field
	Value

	Agency name
	[Agency name]

	Your name
	[Name]

	Your email
	[Email]

	Your title
	[Title]




	TEMPLATE INSTRUCTIONS — DELETE BEFORE ISSUE
This template produces the signed scope for every Enterprise implementation. It is written by Enterprise Solutions Consulting from the Momentum AMP Evaluate, Project Set-up and Discovery Workbook and from discovery sessions, and signed by the customer through the Momentum AMP Scope Sign-off. Once signed, it is the baseline for build, testing and acceptance.
Rules for writing it:
· Every in-scope line cites its source: an Evaluate, Project Set-up or Discovery Workbook question number (for example Evaluate 2.3, SU 2.4 or DW 3.6) or a dated session note (for example S-04, 14 Oct). Nothing goes into scope that discovery has not validated.
· Text in [brackets] is a placeholder. Example rows in italics are guidance only; replace or delete them.
· Unknowns go in Section 10 as open items with an owner and date, never into scope as assumed facts.
· This is a customer-facing document. Do not include internal notes, internal role names, or internal process language.
· Training scope is copied from the signed Order Form only. Do not add training entitlement here.
· Delete any section that does not apply and write "Not applicable" under its heading, so the reader knows it was considered.
Before issuing for signature:
☐  Every in-scope line has a source reference
☐  Commitments recorded on Page 4 of the AE Opportunity Record are reconciled against this scope
☐  Order Form elections match Section 1 and Section 3
☐  Open items are closed, or each remaining one has an owner, date and agreed treatment
☐  Custom work has an Engineering feasibility decision on record
☐  Every required attachment in Section 12 is attached, named correctly and marked in the register
☐  This instructions section is deleted




Document control
	Field
	Value

	Document
	Momentum AMP Scope Sign-off (Implementation Scope Document)

	Version
	[v1.0]

	Date issued
	[Date]

	Approved by
	[Customer scope signatory] (Evaluate 2.3); Momentum AMP delivery lead

	Status
	[Draft / Issued for signature / Signed]



	Version
	Date
	Change
	Author

	[v0.1]
	[Date]
	[First draft for review]
	[Name]



1. Agreement and engagement summary
This document defines the implementation of [products] for [Agency name], delivered under the Order Form dated [date]. Where this document and the Order Form or Master Services Agreement conflict, the Order Form and Master Services Agreement govern.
Contract basis
	Item
	Value

	Order Form date
	[Date]

	Master Services Agreement date
	[Date]

	Products and modules elected
	[List from Order Form]

	Data migration elected
	[Yes / No]

	Training categories elected
	[List from Order Form]

	Target go-live date in Order Form
	[Date]



Agency profile
	Item
	Value
	Source

	Legal entities
	[Number and names]
	Evaluate 1.6

	Locations
	[Number and names]
	SU 2.1

	Users by role
	[Role: count]
	SU 3.1

	Lines of business
	[Active clients and policies by line]
	SU 2.4

	Billing model
	[Agency bill / direct bill / both]
	Evaluate 4.9

	Current system
	[System and version]
	DW 3.1

	Licensed states
	[States]
	DW 7.1



2. Objectives, success measures and design decisions
These decisions govern every build choice. If a later request conflicts with them, it goes through change control.
Objectives and success measures
	#
	Objective (priority order)
	How success is measured
	Source

	O-01
	[Objective]
	[Measure and target, 12 months after go-live]
	Evaluate 2.1, 2.2

	O-02
	
	
	

	O-03
	
	
	



Design decisions
	#
	Decision
	Agreed position
	Source

	D-01
	Target operating model
	[How the agency will operate 12 months after go-live]
	DW 1.5

	D-02
	System of record
	[Momentum AMP for all records / split as listed]
	DW 1.6, 1.7

	D-03
	Workflows replicated as-is
	[List]
	DW 1.8

	D-04
	Workflows redesigned
	[List]
	DW 1.8

	D-05
	Go-live approach
	[All at once / by location / by line of business / by entity]
	DW 10.3

	D-06
	Day one vs. later phases
	[See Section 3, Phase column]
	DW 1.9



3. In scope by workstream
Each line is a deliverable that will be built, tested and accepted. Phase is Day one, Phase 2 (within 90 days) or Later. Example rows in italics show the expected level of detail.
	ID
	Workstream
	Deliverable
	Detail
	Phase
	Source

	SC-01
	Configuration
	Agency, entity and location setup
	[2 entities, 4 locations]
	Day one
	Evaluate 1.6, SU 2.1

	SC-02
	Configuration
	Roles and permissions
	[5 roles as listed in DW 7.7; entity data separation per DW 7.8]
	Day one
	DW 7.7–7.9

	SC-03
	Configuration
	Sign-in
	[Single sign-on with identity provider]
	Day one
	SU 3.2

	SC-04
	Workflows
	Service workflows
	[New business, endorsements, renewals, cancellations, certificates, claims]
	Day one
	DW 2.2–2.8

	SC-05
	Workflows
	Compliance controls
	[Pre-bind checks, binding authority limits, E&O controls]
	Day one
	DW 2.10, 2.11, 7.5

	SC-06
	Data migration
	Conversion
	See Section 5
	Day one
	DW 3.x

	SC-07
	Carriers
	Download re-enrollment
	[Number] carriers listed in Appendix A
	Day one
	DW 4.1–4.3

	SC-08
	Integrations
	[Integration name]
	[Direction, method, fallback]
	[Phase]
	DW 5.1–5.3

	SC-09
	Finance
	General ledger, trust and bank account setup
	[Per entity]
	Day one
	DW 6.1–6.6, 6.17

	SC-10
	Finance
	Commission setup
	[Agency and producer commissions, splits and overrides]
	Day one
	DW 6.11–6.15

	SC-11
	Finance
	Accounting cutover
	See Section 6
	Day one
	DW 6.3–6.5

	SC-12
	Compliance
	Surplus lines tax and filing setup
	[States]
	Day one
	DW 7.3, 7.4

	SC-13
	Automation Center
	Standard workflows
	[List from DW 8.1]
	[Phase]
	DW 8.1

	SC-14
	Reporting
	Standard reports
	[List matched from DW 9.1]
	Day one
	DW 9.1–9.3

	SC-15
	Reporting
	Custom reports
	[List with agreed format]
	[Phase]
	DW 9.1, 9.4

	SC-16
	Training
	Training per Order Form
	[Elected categories only; groups by role]
	Day one
	Order Form, SU 3.1, DW 10.1, 10.2

	SC-17
	Go-live
	Go-live and post go-live support
	[Support period and exit criteria]
	Day one
	Order Form



Appendix references
· Appendix A: carrier list, Table 4.1 in the attached Discovery workbook (AT-03)
· Appendix B: integration inventory, Table 5.1 in the attached Discovery workbook (AT-03)
· Appendix C: report list with standard or custom disposition, Table 9.1 in the attached Discovery workbook (AT-03)
4. Out of scope
Anything not listed in Section 3 is out of scope. The items below were raised during discovery and are named here so there is no ambiguity.
	ID
	Item
	Reason
	Path if wanted

	OS-01
	[New carrier download setups not active today]
	[Not elected]
	Change request

	OS-02
	[Custom integration]
	[Pending feasibility decision]
	Later phase or change request

	OS-03
	[Custom Automation Center workflows]
	[Require design estimate]
	Change request

	OS-04
	[Data cleanup of known quality issues]
	Agency responsibility (DW 3.12)
	Change request if Momentum AMP is to perform it

	OS-05
	[Training beyond Order Form categories]
	Not contracted
	Change request

	OS-06
	[Ongoing administration after handover]
	Covered by ongoing support
	Customer Success



5. Data migration specification
This section fixes what converts, how far back, and what does not. The field-level map is maintained separately and approved before the first trial conversion. If data migration is not elected, write "Not applicable."
	Item
	Agreed position
	Source

	Source system and version
	[System, version]
	DW 3.1

	Extract method and delivery date
	[Method; date]
	DW 3.3, 3.4

	Volumes
	[Clients; active policies; attachments and size]
	SU 2.4, DW 3.5, 3.9

	History converted in full
	[Years]
	DW 3.6

	Older history
	[Read-only archive / not migrated]
	DW 3.7

	Commission history
	[Migrated / starts fresh]
	DW 3.16

	Custom fields
	[Kept: list; retired: list]
	DW 3.14

	Data cleanup
	[Owner and deadline]
	DW 3.12

	Trial conversions
	[Number] before the final conversion
	Session [ref]

	Reconciliation tolerances
	[Measure: tolerance]
	DW 3.17

	Agency data reviewers
	[Names; hours per week]
	DW 3.19



	Data object
	Converts
	History
	Notes

	Clients and contacts
	[Yes / No]
	[Years]
	

	Policies
	[Yes / No]
	[Years]
	

	Activities and notes
	[Yes / No]
	[Years]
	

	Attachments
	[Yes / No]
	[Years]
	

	Open receivables and payables
	[Yes / No]
	At cutover
	

	Closed accounting transactions
	[Yes / No / summary balances only]
	
	



6. Accounting cutover
Cutover is anchored to a month-end close. Go-live is the first business day after the agreed close. If the close is missed, go-live moves to the next month-end.
	Item
	Agreed position
	Source

	Cutover month-end
	[Month]
	DW 6.4

	Close completed by
	[Business days after month-end]
	DW 6.3

	Opening balances converted
	[Receivables, payables, trust, bank]
	DW 6.6–6.8

	Parallel first close
	[Yes / No]
	DW 6.5

	Retained accounting system sync
	[System; owner; method]
	DW 5.4, 6.16



1. Final trial conversion includes opening balances, reconciled by the agency controller.
2. Dress rehearsal runs [2 weeks] before cutover.
3. The current system is closed to new transactions at the agreed close.
4. Final conversion runs; opening and trust balances are reconciled before users go live.
5. The first month-end close is completed [in parallel] and signed by the agency controller.
7. Assumptions and customer responsibilities
The timeline in Section 9 depends on these. If an assumption proves wrong or a responsibility is missed, the effect is assessed through change control.
Assumptions
	ID
	Assumption
	If it proves wrong

	AS-01
	[The full data extract is delivered by the agreed date]
	[Migration dates move day for day]

	AS-02
	[Known data issues are cleaned up before the final trial conversion]
	[Data accuracy sign-off is delayed]

	AS-03
	[Carriers process re-enrollment within 60 days]
	[Download for affected carriers follows go-live]

	AS-04
	[Integration vendors provide access and support on time]
	[Agreed fallback applies at go-live]



Customer responsibilities
	ID
	Responsibility
	Owner
	Due
	Source

	CR-01
	Deliver full data extract and attachment access
	[Name]
	[Date]
	DW 3.4

	CR-02
	Complete data cleanup
	[Name]
	[Date]
	DW 3.12

	CR-03
	Sign carrier re-enrollment forms
	[Name]
	Within [n] business days of request
	DW 4.5

	CR-04
	Provide integration vendor contacts and credentials
	[Name]
	[Date]
	DW 5.2

	CR-05
	Provide subject-matter experts at agreed hours per week
	[Names]
	Throughout
	DW 10.7

	CR-06
	Review and approve migrated data
	[Name]
	Per Section 9
	DW 3.19

	CR-07
	Write and run user acceptance test scenarios
	[Name]
	Per Section 9
	Session [ref]

	CR-08
	Controller availability for cutover and first close
	[Name]
	Cutover month
	DW 6.4

	CR-09
	Confirm consent records before automated outreach
	[Name]
	Before Automation Center go-live
	DW 7.11



8. Acceptance criteria and sign-off forms
The agency signs four forms during the implementation. Each confirms the criteria below are met, and work does not move to the next stage without it.
	Sign-off
	What is confirmed
	Signed by
	Criteria

	Momentum AMP Scope Sign-off
	This document and its attachments
	[Scope signatory] (Evaluate 2.3)
	All open items closed or agreed in Section 10; all required attachments in Section 12 attached

	Momentum AMP Data Accuracy Sign-off
	Reconciliation results for migrated data and opening balances
	[Data owner] (DW 3.18)
	Results within tolerances in Section 5; opening balances reconcile

	Momentum AMP Testing Sign-off
	Results of the agency's test scenarios
	[Agency project manager] (SU 1.6)
	All agency test scenarios run; no open severity 1 or 2 defects

	Momentum AMP Go-Live Sign-off
	Cutover readiness and the go / no-go decision
	[Decision-maker] (DW 10.8)
	Scope, Data Accuracy and Testing Sign-offs complete; every readiness item Ready or N/A; no open severity 1 or 2 defects



Acceptance by deliverable
	Scope ID
	Acceptance criterion
	Accepted at

	SC-01 to SC-03
	[Configuration matches the agreed setup in a walk-through]
	Testing Sign-off

	SC-04, SC-05
	[Each workflow passes its agency test scenarios]
	Testing Sign-off

	SC-06
	[Record counts and samples within agreed tolerances]
	Data Accuracy Sign-off

	SC-07
	[Download active for every carrier whose re-enrollment is complete]
	Go-Live Sign-off

	SC-08
	[Integration test scripts pass end to end]
	Testing Sign-off

	SC-09 to SC-11
	[Opening and trust balances reconcile exactly; first close signed]
	Data Accuracy Sign-off, then after go-live

	SC-14, SC-15
	[Report output matches the agreed sample]
	Testing Sign-off

	SC-17
	[Post go-live exit criteria met]
	Handover



9. Milestones and timeline
Target go-live is [date], the first business day after the [month] close. Dates below are planned and depend on Section 7. Blackout dates from DW 10.5 are excluded.
	Milestone
	Planned date
	Depends on

	Momentum AMP Scope Sign-off complete
	[Date]
	Section 10 open items closed

	Data extract received
	[Date]
	CR-01

	Configuration complete
	[Date]
	Scope Sign-off

	Trial conversion 1
	[Date]
	CR-01, CR-02

	Trial conversion 2 and Momentum AMP Data Accuracy Sign-off
	[Date]
	CR-06

	Agency testing and Momentum AMP Testing Sign-off
	[Date]
	CR-07

	Training delivered
	[Date]
	Testing Sign-off

	Dress rehearsal
	[Date]
	Data Accuracy Sign-off

	Momentum AMP Go-Live Sign-off
	[Date]
	Data Accuracy and Testing Sign-offs, training

	Final conversion and go-live
	[Date]
	Go-Live Sign-off, month-end close

	First month-end close signed
	[Date]
	CR-08

	Post go-live support ends; handover
	[Date]
	Exit criteria met



10. Open items at signature
The target is zero open items at signature. Any item still open is listed with an owner, a due date and an agreed treatment, so signing does not commit either party to an unresolved position.
	ID
	Open item
	Owner
	Due
	Agreed treatment until closed

	OI-01
	[Feasibility decision on custom integration]
	[Name]
	[Date]
	[Excluded from scope; added by change request if approved]

	OI-02
	
	
	
	



If none: "There are no open items at signature."
11. Change control
After signature, any change to scope lines, design decisions, history depth, acceptance criteria or the cutover month goes through this process. Conversations and emails do not change scope.
1. Either party submits a written change request describing the change and the reason.
2. Momentum AMP assesses the effect on timeline, effort, cost and risk within [5] business days.
3. Both parties review the assessment; any cost follows the Order Form and Master Services Agreement.
4. The change takes effect only when signed by both parties and recorded in the change log below.
	CR #
	Date
	Change
	Effect on timeline / cost
	Approved by (agency)
	Approved by (Momentum AMP)

	CR-001
	
	
	
	
	



12. Attachments
The attachments below form part of this scope. The scope cannot be signed until every required attachment is attached and recorded in this register. If an attachment conflicts with this document, this document governs; the Order Form and Master Services Agreement govern over both.
Files are named question number_agency name_short description, matching the Discovery workbook. Completed forms use EV, SU or DW in place of the question number; Project Set-up documents start with SU.
Completed forms
	ID
	Attachment
	Required
	File name
	Attached
	Date

	AT-01
	Completed Momentum AMP Evaluate
	Yes
	EV_[AgencyName]_Evaluate
	[Yes / No]
	[Date]

	AT-02
	Completed Momentum AMP Project Set-up, including all tables
	Yes
	SU_[AgencyName]_ProjectSetup
	[Yes / No]
	[Date]

	AT-03
	Completed Momentum AMP Discovery Workbook, including all tables
	Yes
	DW_[AgencyName]_DiscoveryWorkbook
	[Yes / No]
	[Date]



Agency documents (from the Project Set-up and Discovery Workbook Documents tabs)
	ID
	Attachment
	Required
	File name
	Attached
	Date

	AT-04
	Agency logo files, brand colors and fonts
	Yes
	SU2.2_[AgencyName]_BrandAssets
	[Yes / No]
	

	AT-05
	Sample of current reports (top 5)
	Yes
	11.1_[AgencyName]_TopReports
	[Yes / No]
	

	AT-06
	Chart of accounts
	Yes
	11.2_[AgencyName]_ChartOfAccounts
	[Yes / No]
	

	AT-07
	Recent trust reconciliation
	If agency bill or both
	11.3_[AgencyName]_TrustReconciliation
	[Yes / No / N/A]
	

	AT-08
	Sample carrier commission statements
	Yes
	11.4_[AgencyName]_CommissionStatements
	[Yes / No]
	

	AT-09
	Producer commission schedule
	Yes
	11.5_[AgencyName]_ProducerCommissionSchedule
	[Yes / No]
	

	AT-10
	Written procedures or SOPs
	If provided
	11.6_[AgencyName]_SOPs
	[Yes / No / N/A]
	

	AT-11
	Sample data extract or field list
	If moving data
	11.7_[AgencyName]_DataExtractSample
	[Yes / No / N/A]
	

	AT-12
	Org chart with roles
	Yes
	11.8_[AgencyName]_OrgChart
	[Yes / No]
	



Momentum AMP records
	ID
	Attachment
	Required
	File name
	Attached
	Date

	AT-13
	Discovery session notes cited as sources (S-01, S-02 …)
	If cited
	S-[nn]_[AgencyName]_SessionNotes
	[Yes / No / N/A]
	[Dates]

	AT-14
	Order Form (reference copy)
	Yes
	OF_[AgencyName]_OrderForm
	[Yes / No]
	[Order Form date]



Any attachment marked N/A needs a one-line reason here: [reason].
13. Sign-off
By signing, both parties agree that this document, together with the attachments listed in Section 12, is the complete scope of the implementation. They also agree that open items are treated as stated in Section 10, and that later changes follow Section 11.
	Role
	Name
	Title
	Signature
	Date

	Agency scope signatory
	[Name] (Evaluate 2.3)
	
	
	

	Agency controller (Sections 5 and 6)
	[Name]
	
	
	

	Momentum AMP delivery lead
	[Name]
	
	
	

	Momentum AMP account executive
	[Name]
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