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1. [bookmark: _Toc335987243]Introduction
0. [bookmark: _Toc335987244]Purpose – Implementation and Transition Plan
This section must include a description of the high-level elements required to successfully implement and transition the project. The plan should also describe how the implementation and transition will happen for the stakeholders (e.g., “big bang” or phased).
Because implementation and transition details may not be known until closer to deployment, this plan may need to be a deliverable of the project. Up front, feel free to add any details known at the time into this plan.
The implementation and transition plan discusses how to implement the product and transition that product from the project team to the organization.
The following elements are required to successfully implement and transition the project:
· 
0. [bookmark: _Toc335987245]Project Description
Provide a full description of the project/application
0. [bookmark: _Toc335987246]Reference Document
The following documents are important to this project and provide additional information for review.

[bookmark: _Toc271638772][bookmark: _Toc335987278]Table 1:  Related Documents
	Document Name
	Version/Date

	
	

	
	

	
	

	
	



0. [bookmark: _Toc335987247]Acronyms/Abbreviations
[bookmark: _Toc271638773]Add acronyms/abbreviations that are specific to your program.
[bookmark: _Toc335987279]Table 2:  Acronyms/Abbreviations
	Acronym/Abbreviation
	Description

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	






1. [bookmark: _Toc335987248]Implementation Plan
For projects requiring large implementations, consider creating a separate document as a deliverable of the project. If a separate document is created, include a system overview as the first section of the implementation plan.
1. [bookmark: _Toc335987249]Architecture Diagram
Include a diagram of the system architecture.

[bookmark: _Toc335987284]Figure 1:  System Architecture Diagram
1. [bookmark: _Toc335987250]Environment
Describe the system environment including the server(s), applications, ancillary services, database(s), security, and the network.
The system environment…
1. [bookmark: _Toc335987251]Assumptions and Constraints
2. [bookmark: _Toc335987252]Assumptions
The implementation has the following assumptions: (include if different from overall project assumptions)
· 
2. [bookmark: _Toc335987253]Constraints
The implementation has the following constraints: (include if different from overall project constraints)
· 
1. [bookmark: _Toc335987254]Technology Implementation Strategy
Describe how the product will be migrated from a vendor to ITD or from the project team to the technical maintenance team.
The system will be migrated…
3. [bookmark: _Toc335987255]Implementation Team
Identify the roles associated with implementation as they may differ from the previous project roles. Key roles to identify include the technical, business, and support staff. If the team members are unknown at this time, use the table or verbiage to indicate the roles that will be needed.
The following people are members of the implementation team:

[bookmark: _Toc335987280]Table 3: Implementation Plan Team Directory
	Name
	Department
	Role
	Phone Number
	Email Address

	
	
	
	
	

	
	
	
	
	



3. [bookmark: _Toc335987256]Implementation Tasks
Describe the implementation schedule and if there are any factors influencing the schedule (e.g., business cycles or other timing considerations). If the tasks are unknown at this time, use the table or verbiage to indicate the type of activities that will be needed. If the project schedule details these activities, you may reference the schedule instead of completing the table.
The tasks described in this section are required to implement the product:
Recommendation is to schedule a meeting with all the functional areas involved (i.e. SW Architect, Database, Computer Systems, etc.) who can contribute information for this list.

[bookmark: _Toc335987281]Table 4: Implementation Plan Schedule
	Task Description
	Resource Assigned
	Start Date
	Finish Date

	Database
	
	
	

	Security
	
	
	

	Billing
	
	
	

	
	
	
	



[bookmark: _Toc335987257]Implementation Entry and Exit Criteria
[bookmark: _Toc335987258]Entry Criteria
The following criteria are required for entrance into the implementation phase:
· 
[bookmark: _Toc335987259]Exit Criteria
The following criteria are required for exit of the implementation phase (acceptance of the implementation):
· 
[bookmark: _Toc335987260]Contingency Plan
Describe the contingency plan(s) if anything goes wrong during the implementation.
In the event of a problem…
[bookmark: _Toc335987261]Training Plan
Describe technical training activities that are required for the implementation.
[bookmark: _Toc335987262]Communication
Describe how stakeholders and team members will be notified of changes to the implementation schedule or use of a contingency plan.
If there are changes to the implementation or if a contingency plan going into effect, stakeholders and team members will be notified in the following manner…
[bookmark: _Toc335987263]Documentation
Describe the product or business documentation required for the implementation, where that information is stored, and how it will be accessed. Describe where the project documentation needed for maintenance will be stored.
The following documentation will be required for implementation:
· xxx
· Stored in the project SharePoint repository
· Access to this repository is granted by the project manager


1. [bookmark: _Toc335987264]Transition Plan
Describe how any business process changes will be implemented (organizational change management).
For projects requiring large changes to an organization’s business processes, consider creating a separate document as a deliverable of the project. If a separate document is created, include a project overview as the first section of the transition plan.
[bookmark: _Toc335987265]Assumptions and Constraints
[bookmark: _Toc335987266]Assumptions
The transition has the following assumptions: (include if different from overall project assumptions)
· 
[bookmark: _Toc335987267]Constraints
The transition has the following constraints: (include if different from overall project constraints)
· 
2. [bookmark: _Toc335987268]Business Migration Strategy
What are the steps that are needed in order for the business to go live?
Include who will support the system directly post-project and how problems will be handled, along with who will support the system and how problems will be handled into the future.
The following steps are required in order for the system to go live:
· 
[bookmark: _Toc335987269]Transition Team
Identify the roles associated with the transition as they may differ from the previous project roles. Key roles to identify include the business and support staff. If the team members are unknown at this time, use the table or verbiage to indicate the roles that will be needed.
The following people are members of the transition team:

[bookmark: _Toc335987282]Table 5: Transition Plan Team Directory
	Name
	Department
	Role
	Phone Number
	Email Address

	
	
	Transition Team Leader
	
	

	
	
	Project Team
	
	

	
	
	Help Desk
	
	

	
	
	
	
	



0. [bookmark: _Toc335987270]Transition Tasks
Describe the transition schedule and if there are any factors influencing the schedule (e.g., business cycles or other timing considerations). If the tasks are unknown at this time, use the table or verbiage to indicate the type of activities that will be needed. If the project schedule details these activities, you may reference the schedule instead of completing the table. Note that many of these tasks will be required to just to create the transition plan.
The tasks described in this section are required to transition the product:

[bookmark: _Toc335987283]Table 6: Transition Plan Schedule
	Task Description
	Resource Assigned
	Start Date
	Finish Date

	Perform gap analysis on skills
	
	
	

	Determine training needs based on gap analysis
	
	
	

	Schedule training
	
	
	

	Perform training
	
	
	

	Establish support expectations
	
	
	

	Assign support staff to the application
	
	
	

	Create transition plan
	
	
	

	Accept transition plan
	
	
	

	Move necessary documents to final repository
	
	
	

	Notify business of support procedures
	
	
	

	Transition complete
	
	
	



This is not just for the software development piece it would be for all areas. How are we going to handle the maintenance aspect of it?  If a vendor is involved what is the transition plan. Think about how ITD Support/Help desk is going to handle this. Does the customer understand the escalation path for problems? 
Are Service Level Agreements (SLAs) and Disaster Recovery (DR) plans in place? Does the DR need to be updated to include this project? Development team should be asking some of these questions early on in the project. Is there an SLA that is a deliverable for the project (would this be an ITD or customer deliverable)?
[bookmark: _Toc335987271]Transition Entry and Exit Criteria
[bookmark: _Toc335987272]Entry Criteria
The following criteria are required for entrance into the transition phase:
· 
[bookmark: _Toc335987273]Exit Criteria
The following criteria are required for exit of the transition phase:
· Sponsor has accepted the implementation
· Post-production support period has ended
· 
[bookmark: _Toc335987274]Contingency Plan
Describe the contingency plan(s) if anything goes wrong during the transition.
In the event of a problem…
[bookmark: _Toc335987275]Training Plan
Describe the user and support training activities that are required for the transition. Consider documenting how new users will be trained on the product post-project.
[bookmark: _Toc335987276]Communication
Describe how stakeholders and team members will be notified of changes to the transition schedule or use of a contingency plan.
If there are changes to the transition plan or if a contingency plan going into effect, stakeholders and team members will be notified in the following manner…
[bookmark: _Toc335987277]Documentation
Describe the product or business documentation required for the transition, where that information is stored, and how it will be accessed. Describe where the project documentation needed for maintenance will be stored.
The following documentation will be required for transition:
· xxx
· Stored in the project SharePoint repository
· Access to this repository is granted by the project manager
[bookmark: _Toc226281930][bookmark: _Toc226283388][bookmark: _Toc120084637][bookmark: _Toc120084638][bookmark: _Communications_Management_Plan][bookmark: _Appendix_II_–_Project_Budget][bookmark: _Appendix_III_–_Organizational_Chart][bookmark: _Appendix_IV_-_Team_Development_Plan]
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