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Revision History

This section provides information on the development and distribution of the Implementation Plan, up to the final point of approval.  Use the table below to provide the version number, the date of the version, the author(s) of the version, and a brief description or notes regarding the version.  (Remove this comment section from final document.)

	Version
	Date
	Author(s)
	Revision Notes

	<insert version>
	<insert date>
	<insert name>
	<insert revision notes>

	
	
	
	

	
	
	
	

	
	
	
	


Notes to the Author

This is an Implementation Plan template for a project. The template includes instructions to the author, boilerplate text, and fields that should be replaced with the values specific to the project.

   • Blue italicized text enclosed in boxes provide instructions to the document author, or describes the intent, assumptions and context for content included in this document.

  • Blue italicized text enclosed in angle brackets (<text>) indicates a field that should be replaced with information specific to a particular project.

  • Text and tables in black are provided as boilerplate examples of wording and formats that may be used or modified as appropriate to a specific project. These are offered only as suggestions to assist in developing project documents; they are not mandatory formats.
1 Introduction
1.1 Purpose of the Implementation Plan

A brief introductory statement defining the purpose of the Implementation Plan. (Remove this comment section from final document.)

The purpose of the Implementation Plan is to identity the assumptions, constraints, dependencies, roles, and tasks involved in implementation planning, implementation, and transition to operations.
1.2 Implementation Assumptions
This section lists the implementation assumptions made about the development and execution of the solution.  Implementation assumptions are statements that are considered true, real, or certain, without proof or demonstration.   (Remove this comment section from final document.)

	Implementation Assumptions
	Description

	Subject Matter Expert Availability
	Vendor subject matter experts will be on site throughout the process of migration preparation, system migration, and system validation.

	Existing system concurrency
	The existing system will run concurrently with the new system for a minimum of 30 days to support system validation efforts.


1.3 Implementation Constraints and Dependencies
This section describes the implementation constraints and dependencies than can influence the execution of the solution.  Implementation constraints are restrictions or limiting factors that could affect project performance such as resources, schedule, scope or quality.  Implementation dependencies are activities that can come before (predecessor) or after (successor) activities in a schedule.   (Remove this comment section from final document.)

	Implementation Constraint
	Description

	Time 
	The system must be installed, in production, and validated before the beginning of the new fiscal year.

	Cost
	The approved project budget for implementation is $500,000.

	Scope
	The scope of implementation includes system preparation, system migration from development to production, and system validation.


	Implementation Dependencies
	Type

	The awards ceremony (successor) cannot start until the race (predecessor) has finished.
	Finish-to-Start (FS)

	Writing a document (predecessor) is required to finish before editing the document (successor) can finish.
	Finish-to-Finish (FF)

	Level concrete (successor) cannot begin until pour foundation (predecessor) begins.
	Start-to-Start (SS)

	The first security guard shift (successor) cannot finish until the second security guard shift (predecessor) starts.
	Start-to-Finish (SF)


1.4 Implementation Risks

This section identifies implementation risks or concerns that may affect the implementation of the solution.  Implementation Risk conditions may include aspects of the project’s environment, such as resources, concurrent multiple projects, or dependency on external participants who are outside of the project’s direct control. The risks associated with not implementing the solution should also be documented. This section can include a link to the Risk Log.  (Remove this comment section from final document.)

The primary output from identifying implementation risks is the Risk Register.  The Risk Register is used to document risk planning and assessment activities and to track the status, triggers, and responses to the project’s risks.
	Risk Events
	Category
	Probability
	Impact
	Score/Priority
	Risk Response Strategy
	Risk Trigger

	Poor Estimate of Testing
	Project Management
	2
	4
	8
	Mitigate
	Missed Milestone

	Part Failure
	Technical
	2
	2
	4
	Transfer
	Test Failure

	PM Promoted
	Organization
	3
	4
	12
	Accept
	Reorganization

	Shipping Delay
	External
	4
	5
	20
	Mitigate
	Labor Dispute


2 Key Terms

This section defines acronyms and terms relevant to this document.  (Remove this comment section from final document.)

The following table provides definitions for acronyms and terms relevant to this document.

	Term
	Definition

	<Insert Term>
	<Provide definition of the term used in this document.>

	
	


3 Implementation Planning
3.1 Roles and Responsibilities for Implementation Planning
Identify the roles and responsibilities of all the individuals involved in the planning of the implementation of the solution.  (Remove this comment section from final document.)

	Name
	Role
	Responsibility

	<insert name>
	Project Sponsor
	<insert responsibility>

	<insert name>
	Project Manager
	<insert responsibility>

	<insert name>
	Business Lead
	<insert responsibility>

	<insert name>
	Data Conversion Lead
	<insert responsibility>

	<insert name>
	System Developer
	<insert responsibility>

	<insert name>
	Security Officer
	<insert responsibility>

	<insert name>
	Enterprise Architect
	<insert responsibility>

	<insert name>
	Subject Matter Expert
	<insert responsibility>


3.2 Business Planning

This section includes an overview of the business planning such as process or policy changes that may occur with the implementation of the solution. To be effective such changes, must be identified, documented, and communicated.  Refer to the Organizational Change Management (OCM) section on the Enterprise Project Management Office (EPMO) SharePoint site.  This section can include a link to the Change Management Plan.   (Remove this comment section from final document.)

3.2.1  Identifying Business Process Changes
This section identifies all business processes that may be changing, provide details for how each will be addressed.  (Remove this comment section from final document.)

	Business Process
	How will this be addressed?

	Change all State employee email addresses to standardize organizational process with participation from each division.
	<insert details>


3.2.2  Transitional Operations
This section defines any aspects of operations that needs to be handled differently during a defined transition period.  (Remove this comment section from final document.)

	Business Process
	Start Date
	End Date
	Assigned To

	Transition email addresses from state.vt.gov to vermont.gov
	<insert date>
	<insert date>
	<insert name and role>

	Prepare notices
	<insert date>
	<insert date>
	<insert name and role>

	Notifications of transition
	<insert date>
	<insert date>
	<insert name and role>

	Verify the transition
	<insert date>>
	<insert date>
	<insert name and role>


3.2.3  Training

This section estimates the training requirements for users, operational staff, and support staff in business process changes to support the deliverable system. This section can include a link to the Training Plan. (Remove this comment section from final document.)

3.2.4  Documentation

This section includes any documentation needed to support the deliverable solution. These documents may include, support issues, tracking logs, training plans, deployment schedules, issue escalation plans, etc.  (Remove this comment section from final document.)

3.3 Installation Planning

This section provides an overview of the installation planning for the solution.  (Remove this comment section from final document.)

3.3.1  Hardware, Software, Equipment Needed

This section describes any hardware, software, and associated documentation required to support the deliverable system. This may include network, data communication, database platforms, operating systems, etc.  (Remove this comment section from final document.)

3.3.2  System Integration
This section describes what components are integrated at each step and gives a general idea of what requirements are covered.  It should tie the plan to the goals and objectives so that the stakeholders can understand each of the integration steps.  This section may include or link to a Visio diagram to illustrate system integration.  (Remove this comment section from final document.)

3.3.3  Data Mapping and Conversion

This section describes any data that must be migrated into the deliverable system product.  List any special issues with regard to data mapping/reconstruction or the migration of historical data.  (Remove this comment section from final document.)

3.3.4  Data Reconciliation

This section describes the method of reconciling the master data between source and target.  Ensuring the dataset is implement into the deliverable solution with the least amount of errors.  (Remove this comment section from final document.)

4 Implementation

4.1 Roles and Responsibilities for Implementation

Identify the roles and responsibilities of all the individuals involved in the implementation.  The purpose of this step is to develop specific recommendations to cover any shortfalls in the resource needs to implement the solution.  (Remove this comment section from final document.)

	Name
	Role
	Responsibility

	<insert name>
	Project Sponsor
	<insert responsibility>

	<insert name>
	Project Manager
	<insert responsibility>

	<insert name>
	Business Lead
	<insert responsibility>

	<insert name>
	Data Conversion Lead
	<insert responsibility>

	<insert name>
	System Developer
	<insert responsibility>

	<insert name>
	Security Officer
	<insert responsibility>

	<insert name>
	Enterprise Architect
	<insert responsibility>


4.2 Implementation Schedule and Tasks
This section provides a detailed list and schedule of the business and technical tasks to be performed to complete implementation of the solution.  It identifies the sequence of tasks as well as any dependencies.  (Remove this comment section from final document.)

4.2.1  Business Implementation

This section describes the scheduled activities related to the business objectives.  (Remove this comment section from final document.)

4.2.2  Technical Implementation

This section describes the scheduled activities related to the technical tasks.  (Remove this comment section from final document.)

4.3 Implementation Readiness Assessment/Checklist
This section provides a checklist to assess implementation readiness.  Add or delete readiness criteria so that the list is applicable to your project.
	Criteria (Please Answer All Below)
	Yes / No / NA

	a. Are system requirements documented?
	

	b. Have system requirements been reviewed and approved by the designated approvers?
	

	c. Has the system design/configuration been reviewed and approved by the designated approvers?
	

	d. Are software requirements documented?
	

	e. Have software requirements been reviewed and approved by the designated approvers?
	

	f. Has the website design been reviewed and approved by the designated approvers?
	

	g. Is there a Requirements Traceability Matrix indicating traceability between requirements, design, and testing?
	

	h. Do test planning documents that describe the overall planning efforts and test approach exist?
	

	i. Is testing, as specified in the test planning documents, complete?
	

	j. Are test results documented?
	

	k. Is product/website defect-free?
	

	l. Have all remaining defects been documented?
	

	m. Is product acceptance sign-off (e.g., Final Acceptance) complete?
	

	n. Is the product in compliance with documented security standards?
	

	o. Have security activities been implemented or completed?
	

	p. Have planned configuration audits been executed?
	

	q. Have configuration audit results been documented? 
	

	r. Have planned data creation/conversion activities been executed, or are they on schedule to be completed as planned?
	

	s. Have planned training activities been executed, or are they on schedule to be completed as planned?
	

	t. Are documents to be produced for the purpose of aiding in installation, support, or use of the product complete, published, and distributed, or are they on schedule to be completed, published, and distributed prior to deployment?
	

	u. Are transition to support activities complete, or are they on schedule to be completed as planned?
	

	v. Are activities for notifying stakeholders (clients/administration) of the release on schedule to be completed as planned?
	

	w. Are activities to enable the operation and maintenance of the product on schedule to be completed as planned?
	

	x. Have site preparation activities been completed?
	

	y. If the project requires purchased application software products, are all license agreements complete?
	

	z. If the project requires purchased application software products, are all maintenance agreements in place and documented?
	

	aa. If the project requires purchased hardware products, have those items been installed and tested?
	

	ab. If the project requires purchased hardware products, are all maintenance agreements in place and documented?
	

	ac. Is the production environment staged and prepared for release of the product for operational use?
	


4.4 Implementation Day Communications

This section describes a plan for effective communications for implementation day. Throughout the project lifecycle, the project team must communication with the affected staff where the system is being implemented. This section may link to the Project Communication Plan and/or Matrix.  (Remove this comment section from final document.)

4.5 Implementation Verification Plan

This section describes the acceptance criteria for the deliverable solution and who is responsible for the sign-off.  (Remove this comment section from final document.)

4.6 Implementation Problem Management

This section describes any implementation planning issues or problems relevant to the solution. Specify the procedure for identifying, tracking, and resolving problems.  (Remove this comment section from final document.)

4.7 Implementation Contingency Plans

This section describes any implementation planning issues or problems relevant to the solution. Specify the procedure for identifying, tracking, and resolving problems.  (Remove this comment section from final document.)

5 Transition
5.1 Roles and Responsibilities in on-going Operations

Identify the roles and responsibilities of all the individuals involved in the on-going operations.    (Remove this comment section from final document.)

	Name
	Role
	Responsibility

	<insert name>
	Contract Manager
	<insert responsibility>

	<insert name>
	<insert role>
	<insert responsibility>

	<insert name>
	<insert role>
	<insert responsibility>

	<insert name>
	<insert role>
	<insert responsibility>

	<insert name>
	<insert role>
	<insert responsibility>


5.2 Service Levels or Link to Service Level Agreement (SLA)

This section lists the service levels for the on-going operations (Remove this comment section from final document.)

5.3 Plan for measuring Service Levels

List the performance measures or links to the performance reports for the on-going operations.  (Remove this comment section from final document.)

6 Approvals

	Role
	Name and Title
	Signature
	Date

	 Project Sponsor
	<Insert Name and Title>
	<Placeholder for Signature>
	<Insert Date>

	Technical Lead
	<Insert Name and Title>
	<Placeholder for Signature>
	<Insert Date>

	Business Lead
	<Insert Name and Title>
	<Placeholder for Signature>
	<Insert Date>

	<Insert Role>
	<Insert Name and Title>
	<Placeholder for Signature>
	<Insert Date>
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