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IMPLEMENTATION AND TRANSITION PLAN
	Purpose:

	Documents the plan for implementation of the project deliverables and transition to their effective use. This document should be updated iteratively as the project progresses through the phases. Changes to the project’s products that were not previously identified may have an impact on the Implementation and Transition Plan, in areas such as: Space, furniture and equipment needs; Customer testing and acceptance; Customer training and orientation; Rollout strategy (e.g., by location, function, or all-at-once); and, Transition to on-going support. 

The project’s impact on an organization should be considered. For instance, will this project lead to a substantial change in staff workflow? Doe the project require a change of resources? The implementation and transition plan should include considerations about how to manage organizational change. Use the Organizational Change Plan template for guidance to plan organizational change.


	Audience:

	Project Sponsor, Project Manager, Project Team


	Phases where to use this template:

	Phase
	Created/Elaborated?
	S
	M
	L

	Planning
	Created during the Planning Phase
	
	
	

	Execution and Control 
	Elaborated upon during the Execution and Control Phase
	
	
	


Note: Please remove this Introduction page and all blue instruction text listed above and below before submitting.
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	PROJECT IMPLEMENTATION PLAN

	Implementation Activity
	Person(s) Responsible
	Who is Affected?
	Who is Involved?
	Timing/Dependency

	(step/event that will take place to move the product from Project Team to the Organization)
	(individual responsible for executing/verifying that implementation activity takes place)
	(individuals/groups that are affected by implementation activity)
	(individuals/groups that need to be involved as part of executing implementation activity)
	(when the activity must be done and any other activities that are dependent upon it)

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


	PROJECT TRANSITION PLAN

	Transition Activity
	Person(s) Responsible
	Who is Affected?
	Who is Involved?
	Timing/Dependency

	(step/event that will take place to transition ongoing support of product from Project Team to the Organization)
	(individual responsible for executing/verifying that transition activity takes place)
	(individuals/groups that are affected by transition activity)
	(individuals/groups that need to be involved as part of executing transition activity)
	(when the activity must be done and any other activities that are dependent upon it)

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


PROJECT IMPLEMENTATION AND TRANSITION
1

