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Transition Plan 

The detailed plan of actions to move from the current state to the 

future state  

Use in… Leading change Engaging people in 

change 

Delivering change 

Why would I create 

this? 

We need to all actions are identified, tracked and completed  to 

ensure the change successfully transitions and embeds to deliver 

the benefits 

What is the 

content? 

The document uses McKinsey 7S to identify all actions which are 

required to transition, their owner, their required completion 

date and their current status. 

Typically at the end of design, a Transition Planning Workshop will 

be held with key project team members to create the plan together.    

Projects may incorporate the transition plan actions into the 

project plan or may keep it separate as  a working document for 

the BCM with only the major milestones captured in the project plan  

Who owns this? 

Change Sponsor 

Who typically will be 

responsible? 

Business Lead or Business Change Manager or Project Manager 

(acting as BCM) 

To be created in the 

change stage… 

Design 

To be used in the 

project stage… 

Design & Plan, 

Implementation, Review & 

Close 

Tips on tailoring 

Small  

Capture actions in the 

project plan 

Medium  

Capture actions either in the project 

plan or in the separate template and 

include only the major milestones in 

the project plan 

Large  

Create a transition plan and 

include only the major 

milestones in the project 

plan 
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