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How to Use This Template
REMOVE BEFORE SUBMISSION

Purpose of the template: This template is provided as a sample format for your agency to use in completing its UAT Engagement Plan as required in Section 249 of the General Appropriations Act for Fiscal Year 2026-27 (HB 5001). The elements and sections included here within provide the minimum information to include in your Plan and this template is a tactical supporting document to help clarify those elements for better understanding.

Using the template: 
· Italicized text is meant to be removed from your final Plan. The information is provided for informational purposes only within the template.
· Each section has an “In this section:” that includes a general description of the type of information to include in the section.
· Within some sections are “Questions for Consideration:”. These are meant to promote idea generation or thought-provoking questions your agency can ask itself in building its content for the section. The answers to the questions may not only drive the content in that section but can provide information that is applicable to another aspect of your agency’s UAT Engagement Plan.
· Remove this page and the “TEMPLATE” watermark before submitting.
· Remove any shaded “example” lines from the tables before submitting.
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[bookmark: _Toc234489916]Overview
In this section: Provide a high-level summary of your agency’s UAT Engagement Plan such as key elements, timelines, scope, and stakeholders. This Plan is meant to cover end user engagement with Florida PALM functionality as well as impacted agency business system functionality, where applicable. 
[bookmark: _Toc234489917]User Engagement Approach
In this section: Describe your agency’s approach to engaging end users in the user acceptance testing efforts. In the sections below, describe the agency’s testing scope and end user testing, including progress to-date.

[bookmark: _Toc234489918]Testing Scope
In this section: Summarize your agency’s previously identified Testing Scope from its UAT Plan. In the Roles and Responsibilities, User Story Testing Progress, and Agency Business System Testing Progress subsections include the requested information.

[bookmark: _Toc234489919]Roles and Responsibilities
In this subsection: Include, at a minimum, the individuals or positions assigned to the listed UAT roles. Include any other internal roles and their assigned responsibilities that your agency deems appropriate for the successful completion of UAT. Within the Resources column in the table below, include the names of the individuals or the teams that will be filling each role.

NOTE:	This information was previously provided in your agency’s UAT Plan, but should be provided here with current, assigned roles and responsibilities.

Questions for Consideration:
· Are there specific roles and responsibilities that should be called out by business system?
· What other roles need to be involved?

Table 1: Agency UAT Roles and Responsibilities
	Role
	Responsibility
	Resources

	Agency Sponsor
	· Certify readiness to participate in UAT.
· Regularly monitor agency UAT progress.
· Monitor agency risks, issues, and mitigation plans and communicate them to the Project.
· Request, provide and assign appropriate resources as needed, and remove obstacles to successfully complete UAT activities.
	

	Agency Liaison
	· Collaborate closely with UAT Coordinator and provide updates to the Agency Sponsor.
· Report agency-specific Florida PALM risks and issues to Agency Sponsor and UAT Coordinator and support mitigation strategies or resolutions.
	

	Business Liaison
	· Identify and confirm all agency business processes to be tested.
· Confirm the creation of User Stories and updated documentation for processes and procedures.
· Ensure that end-to-end testing of agency business processes is conducted.
· Report agency-specific Florida PALM risks and issues to Agency Sponsor and UAT Coordinator and support mitigation strategies or resolutions.
	

	Technical Liaison
	· Identify and confirm all agency business systems to be tested.
· Confirm agency business systems are ready for full integration testing.
· Coordinate agency business system remediation as needed, based on the results of testing.
· Report agency-specific Florida PALM risks and issues to Agency Sponsor and UAT Coordinator and support mitigation strategies or resolutions.
	

	Project Management Liaison
	· Capture and track both Project- and internal agency-driven UAT activities and maintain awareness of progress and due dates.
· Report agency-specific Florida PALM risks and issues to Agency Sponsor and UAT Coordinator and support mitigation strategies or resolutions.
	

	Change Management Liaison
	· Develop and maintain UAT communication plan
· Support the identification and tracking of agency UAT participants.
· Report agency-specific Florida PALM risks and issues to Agency Sponsor and UAT Coordinator and support mitigation strategies or resolutions.
	

	Training Liaison
	· Identify and track agency UAT participants.
· Support agency hosted UAT sessions with end users.
· Coordinate or lead the agency training material development.
· Report agency-specific Florida PALM risks and issues to Agency Sponsor and UAT Coordinator and support mitigation strategies or resolutions.
	

	UAT Coordinator
	· Track and confirm testing progress.
· Lead the Testing Error Triage Team.
· Serve as the primary point of contact with the Florida PALM Project team for reporting progress, discussing testing issues, ensuring coordination of agency efforts with the overall UAT timeline.
	

	Testing Error Triage Team
	· Meet regularly to review progress and discuss upcoming activities.
· Review testing errors to determine resolution or need for escalation.
	

	Subject Matter Experts
(Assigned per Business Process Grouping)
	· Support UAT planning (e.g., user stories/script development, agency-specific materials development).
· Participate as first end users in UAT.
· Conduct agency hosted UAT session with end users.
· Serve as primary point of contact for end user business process, data, and technical questions.
· Support agency training material development.
· Report testing errors and testing progress to UAT Coordinator.
· Support end user understanding during UAT and after go-live.
· Report agency-specific Florida PALM risks and issues to Agency Sponsor and UAT Coordinator and support mitigation strategies or resolutions.
	

	Security Access Manager
	· Perform and track role assignment changes for SMEs and end users during UAT.
· Report agency-specific Florida PALM risks and issues to Agency Sponsor and UAT Coordinator and support mitigation strategies or resolutions.
	

	Identity Provider Subject Matter Expert
	· Add end users to the active directory (or applicable tool) for access to UAT.
· Maintain active directory for access throughout UAT (adding new end users or removing end users as needed).
	

	File Manager
	· Serve as the primary point of contact for interface testing.
· Access the Florida PALM Managed File Transfer (MFT) site to send and receive files between the agency and Florida PALM.
	

	Batch Error Contact
	· Serve as the primary point of contact for batch errors or change in batch process timing.
	

	End Users
	· Practice related job processes.
· Confirm end user role assignment(s).
· Report testing errors and testing progress to SME or UAT Coordinator, as appropriate.
	Included in Table 2 below.



[bookmark: _Toc234489920]User Story Testing Progress
In this subsection, include the table below: Include information, from your agency’s Monthly Progress Report or from your agency’s User Story Inventory and User Story Activity Coverage workbooks, about the number of Activities and test scenarios (e.g., User Stories) that your agency needs to test to ensure coverage of applicable Activities and business processes, and the number of user stories that have been successfully tested so far.

· Number of Activities – This is the total number of Activities, by BPG, that the agency indicates are applicable for its business processes. For any BPG where the agency does not have Activities identified as applicable, include “Not Applicable” in the Number of Activities column.
· Unique Number of User Stories – This is the agency’s total number of user stories created, by BPG. There should be a minimum of one user story per Activity.
· Number of Successfully Tested Unique User Stories – This is the agency’s total number of successfully tested unique user stories to date. This does not represent a story being tested multiple times by multiple users, but one time by one user.
· Number of Times the User Stories Have Been Tested – This is the total number of times all of the unique user stories have been tested, as a User Story can and should be tested multiple times by multiple users.
· Status Comments – This field is provided for any additional information to be provided by the agency.

Questions for Consideration:
· Do we have complete coverage of all Activities (Project-identified and Agency-determined)? What is missing?
· Is the agency making good progress to be able to complete the first round of testing by UAT Refresh (August 7th)? 
· What struggles is the agency having with testing User Stories? What risks or issues should be included in the UAT Engagement Risks section?

Table 2: User Story Testing Progress
	Number of Activities
	Unique Number of User Stories
	Number of Successfully Tested Unique User Stories
	Number of Times the User Stories Have Been Tested
	Status Comments

	Account Management and Financial Reporting (AMFR)

	15
	46
	13
	102
	We have not been able to fully test all of our User Stories due to staffing constraints. We plan to complete the User Stories testing after the UAT Refresh.

	
	
	
	
	

	Accounts Receivable (AR)

	
	
	
	
	

	Asset Accounting and Management (AAM)

	
	
	
	
	

	Banking (BK)

	
	
	
	
	

	Budget Management and Cash Control (BM/CC)

	
	
	
	
	

	Contracts Management (CT)

	
	
	
	
	

	Disbursements Management (DM)

	
	
	
	
	

	Data Warehouse/Business Intelligence (DW/BI)

	
	
	
	
	

	Grants Management (GM)

	
	
	
	
	

	Inter/IntraUnit Transactions (IU)

	
	
	
	
	

	Payroll Management (PR)

	
	
	
	
	

	Projects Management (PM)

	
	
	
	
	

	Revenue Accounting (RA)

	
	
	
	
	

	System Access and Controls (SAC)

	
	
	
	
	



[bookmark: _Toc234489921]Agency Business System Testing Progress
For agencies without agency business systems, do not include this subsection.

In this subsection: Include a listing of agency business systems involved in Cycle 3 testing, the status of end-to-end testing, whether end user testing is needed, the status of the end user testing, and the planned or actual completion date for the end user testing. Add rows as needed to the table.

Questions for Consideration:
· What end user support does each agency business system need for end-to-end testing purposes?
· What progress has been made in performing that end user testing? 
· What struggles is the agency having with end user testing of the agency business system? What risks or issues should be included in the UAT Engagement Risks section?

Table 3: Agency Business System Testing Progress
	Business System Name
	Cycle 3 Status
(Not Started, In Progress, Complete)
	End User Testing Needed (Y/N)
	Status of End User Testing
(Not Started, In Progress, Complete)
	Planned or Actual Completion Date of End User Testing

	Agency Reporting System
	Complete
	Y
	Complete
	06/30/2026

	Deposit Processing System
	In Progress
	Y
	Not Started
	10/31/2026

	
	
	
	
	

	
	
	
	
	



[bookmark: _Toc234489922]End User Testing
In this section: Provide the End Users that your agency plans to include in its UAT testing effort or that have already been actively engaged in testing User Stories in the UAT environment. For Business Process Groupings (BPG) that are not applicable to your agency, for example Revenue Accounting, simply include N/A in the first row under that BPG. For end users supporting ABS testing, include a unique row for those testers, listing the name of the ABS in the End User Organization(s) or Agency Business System column.

The top shaded rows of the table below includes an example for consideration. Populate the table, as appropriate, for your agency, inserting more rows as appropriate.

Questions for Consideration:
· What end users have already been engaged in testing User Stories? Is that amount of time sufficient to date? Sufficient for completing testing of User Stories by the end of UAT?
· What end users interact with agency business systems only? When and to what amount of time should they commit to testing? 
· What struggles is the agency having with end user testing? What risks or issues should be included in the UAT Engagement Risks section?

Table 4: End User Testing by Business Process Grouping
	Planned or Actual Number of End Users Performing Testing
	Anticipated Time Commitment
	End User Organization(s) or Agency Business System
	Planned or Actual Dates for End Users to Perform Testing
(Start and End Dates)

	Account Management and Financial Reporting (AMFR)

	14
	3hrs. per week
	Central Office Budget Staff
	February 2026 through October 2026

	35
	1-2 hrs. every other week
	Regional Budget Staff
	August 2026 through October 2026

	
	
	
	

	
	
	
	

	Accounts Receivables (AR)

	2
	1 hr. every two weeks
	<Agency Business System> Users
	May 2026 through July 2026

	
	
	
	

	
	
	
	

	Asset Accounting and Management (AAM)

	
	
	
	

	
	
	
	

	Banking (BK)

	
	
	
	

	
	
	
	

	Budget Management and Cash Control (BM/CC)

	
	
	
	

	
	
	
	

	Contracts Management (CT)

	
	
	
	

	
	
	
	

	Disbursements Management (DM)

	
	
	
	

	
	
	
	

	Data Warehouse/Business Intelligence (DW/BI)

	
	
	
	

	
	
	
	

	Grants Management (GM)

	
	
	
	

	
	
	
	

	Inter/IntraUnit Transactions (IU)

	
	
	
	

	
	
	
	

	Payroll Management (PR)

	
	
	
	

	
	
	
	

	Projects Management (PM)

	
	
	
	

	
	
	
	

	Revenue Accounting (RA)

	
	
	
	

	
	
	
	

	System Access and Controls (SAC)

	
	
	
	

	
	
	
	



[bookmark: _Toc234489923]UAT Engagement Risks
In this section: Describe any risks or impediments identified by the agency for executing and completing testing by end users of both business processes and agency business systems. Your agency previously provided bimonthly risk and issue updates. Beginning in July, your agency will provide monthly updates to risks and issues. 
