	OAF3004 
	Title of narrative



	For the attention of

	Which colleagues in the store need to know about this activity



	Introduction and store managers summary

	A brief description (non technical) to explain what the change is and why it is taking place, including a summary of business benefits



	Implementation

	Explain how the project is to be implemented into the store, Keep details to a minimum



	Action required

	Explain any actions the store needs to take and include what cover they need to provide e.g. caretaker/systems etc.

If store have to complete testing, explain where the test information



	Equipment required

	Please list any equipment/access/facilities required to complete the work


	Charging out hours used

	Can any hours be charged out and if so explain how



	Support and contacts

	Who can the store contact?

Ensure you provide a name and a contact telephone number for:

1. Questions regarding the content of the narrative

2. Queries during the upgrade/activity 

Last updated: 




Please delete the description text before you send this back to work.control.  The narrative should be sent up ready to be sent to store.
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