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1 Introduction

1.1 Purpose

The purpose of this plan is to determine how the deliverables of the project will be implemented into the operational areas. It focuses on process, culture and training, and does not include the details of any technical implementations.
1.2 Audience

This document is intended for the Project Team and the Sponsor Group. 
1.3 Associated Documents

This plan should be read in conjunction with the Training Plan and the Communication Plan for this project.

1.4 Definitions

The following definitions apply to this document:

Change:
Implementation:
Business process: 
2 Version Control

File Name: Document2
	Date
	Status
	Version
	Updated by
	Reason for Update

	3/11/04
	Draft
	a
	
	


3 Implementation Plan
3.1 What is being implemented?
<Description of the change that is taking place. What is in scope and what is not.>
3.2 Who is affected?
<List of affected parties>
3.3 General timing of change
<Windows of opportunity, no-go dates, other events etc>
4 Expected Process change

<Describe any changes to process or procedures expected to be affected by the implementation eg: new system will require people to use Windows instead of command lines, printing will now be on A4 rather than lineflow etc. Include as many details as are known at this stage.>
5 Change analysis
5.1 Level of change
The impact needs to be determined using the number of people involved, the amount of time they spend working with the new implementation and the degree of change that is proposed.
	
	Number of people affected

	Amount of time & degree of change
	0-10
	11-100
	101-500
	Everyone

	< 2 hours/week with little change
	Minor
	Minor
	Minor
	Minor

	< 2 hours/week with some differences
	Minor
	Minor
	Minor
	Minor

	< 2 hours/week with significant difference but familiar
	Minor
	Minor
	Moderate
	Moderate

	< 2 hours/week with complete difference
	Minor
	Moderate
	Major
	Major

	2-10 hours/week with little change
	Minor
	Minor
	Minor
	Minor

	2-10 hours/week with some differences
	Minor
	Minor
	Minor
	Moderate

	2-10 hours/week with significant difference but familiar
	Moderate
	Moderate
	Moderate
	Major

	2-10 hours/week with complete difference
	Major
	Major
	Major
	Major

	10-20 hours/week with little change
	Minor
	Minor
	Minor
	Minor

	10-20 hours/week with some differences
	Minor
	Moderate
	Moderate
	Moderate

	10-20 hours/week with significant difference but familiar
	Moderate
	Major
	Major
	Major

	10-20 hours/week with complete difference
	Major
	Major
	Major
	Major

	> 20 hours/week with little change
	Minor
	Minor
	Minor
	Minor

	> 20 hours/week with some differences
	Minor
	Moderate
	Moderate
	Major

	> 20 hours/week with significant difference but familiar
	Moderate
	Major
	Major
	Major

	> 20 hours/week with complete difference
	Major
	Major
	Major
	Major


5.2 Impact of change

Will the change have a perceived positive or negative impact on affected people? Is this change as a result of users identifying a problem, or management strategy. 
Discuss net impact of change – level of impact and type of impact to get an overview of whether this change will fit easily with the current culture or encounter resistance. 

5.3 Plan for culture change

5.3.1 Stakeholder analysis

Identify the people and organisations that may be able to significantly influence the implementation and its success, as well as those directly affected by the implementation.

Analyse the positions (including values and expectations) of key stakeholders. You may wish to use the diagram below to plot stakeholders by their level of influence and support for the change.
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Document your strengths and weaknesses in managing key stakeholders 

	Stakeholders
	Their views in respect of the change
	Your strengths in managing these views
	Your vulnerabilities with reference to these views

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


5.3.2 
Sphere of influence analysis

<People who resist change are generally only resisting because of the barriers they feel exist within their current work environment. Most often they can be convinced of the benefits of a change if a person and/or people within their ‘sphere of influence’ can expose them to those benefits.

Analyse the key stakeholder group and identify those groups who may be positive about change that are within the target groups’ sphere of influence.>
5.3.3 
Force field analysis – what are facilitators and barriers

<All changes have positive and negative factors, use a force field analysis to identify the facilitators and barriers to change and judge how you might be able to strengthen the facilitators and lessen the barriers to overcome the inertia associated with the status quo.>
5.3.4 
Identify potential change agents

<Look at ways these people can assist the project. Offer training in change management and get them involved in the project.
Change agents come in all shapes and sizes, do not be afraid to identify people who might be supporting the existing system/process. Often they are the best change agents.>

6 Documentation required

What documentation will be needed to support the change? User manuals? Guides? Process documentation? 
7 After implementation support

What happens when the project has gone? Will existing support structures support the change, or will new ones be required? What are the resourcing implications? Do the existing support people know about the change? Are they trained? How will change requests (rather than requests for help) be actioned?
8 Transition arrangements

Will the change be “cold turkey” or will some transitional arrangements occur as the change is made. Detail what these arrangements might be and how they will be managed, funded, supported etc.
9 Summary Action Plan

Timeline of expected events based on all of the above. Link to Communication plan and Training plan for details, rather than repeat it all here.
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