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Glossary of Terms

Include in the text if < 1 page in length or in an appendix if > 1 page.

An appendix and table has been included in this document.

	Term
	Definition

	
	

	
	


Table 1 :  Glossary of Terms

Abbreviations and Acronyms
All of the abbreviations and acronyms used in the document should be tabulated. Include in the text if < 1 page in length or in an appendix if > 1 page.

Abbreviations are …..

Acronyms are….

The following abbreviations and acronyms are used in this document:

	Abbreviation / Acronym
	Meaning

	PMF
	Project Management Framework


Table 2 :  List of Abbreviations and Acronyms


1 Transition Plan

The Transition Plan is used to describe how the changes to the business unit(s) and the new  environment will be implemented.

Describe the new situation within the business unit(s) that will be impacted by this transition plan in the areas of: 

· Culture; 

· Physical Environment; 

· Structure; 

· Job Designs/Responsibilities; 

· Skills and Knowledge; 

· Policies/Procedures;

· HR Management; and 

· Workflow and Processes.

The sub-headings are intended as a guide only. Depending on the size and complexity of the project and the business environment, not all headings may be required, some may be merged, new ones created etc.

Some of these areas would have been defined in previous document such as the Functional Specification and these can be referred.

Culture

Briefly describe the new planned culture of the business unit(s).

Physical Environment

Briefly describe the planned physical environment of the <organisation / business>. This may include location (e.g. suburb), centralised/de-centralised localities, furniture, floor plan layout, new desktop aids etc. 

Structure

Briefly describe the planned <organisation / business> structure. Some examples may be decreased management numbers, altered reporting relationships, self-managing teams, down sizing of <corporate services>, increased role for <business> etc.

This may be supported by the inclusion of an organisational chart as an appendix. 

Job Design / Responsibilities

Briefly describe the planned <organisation / business> jobs and their responsibilities e.g. position descriptions. 

Skills / Knowledge Requirements 

Briefly describe the planned skill / knowledge requirements of the <organisation / business>. 

The following questions are provided for assistance: 

· What new skills / knowledge will be required (e.g. in-house technical expertise to administer new technology). Cross-reference to the Training Plan (are these new skills addressed?).

· Are there any skills / knowledge that will no longer be required? Cross-reference to the HR Plan (are these issues addressed?).

· Is there a need to transfer skills?

Policies / Procedures

Briefly describe the planned <organisation / business> policies and procedures. 

The following questions are provided for assistance: 

· Are current policies and procedures documented? Up to date?

· Then which policies and procedures will become redundant, require revision or new ones created? Identify resources and responsibilities to prepare (e.g. working party).

· Are new standards and best practices to be introduced? 

HR Management

Describe what changes and management strategies are planned, and how they are to be achieved. Areas of potential include: 

· industrial / union issues; 

· occupational health and safety; 

· personnel recruitment, redeployment and redundancy; and 

· staff counselling, performance review and development. 

Workflows / Processes

Briefly describe the planned <organisation / business> workflows and processes. 

Diagrams of proposed processes and workflows may be included as an appendix. 

Transition Schedule

The strategy for the development of the transition schedule will be driven by the approach taken with the project's plan for the output delivery stages. 

The preferred approach is to develop a detailed implementation schedule prior to the commencement of the implementation phase. ie in this document.

The following table is a high level schedule of major milestones. However other on-going tasks such as, management meetings, risk reviews etc may also be listed:

Table 3 : Transition Plan

	Key milestones 
	Responsible 
	Start Scheduled 
	Scheduled Finish 

	Milestone A 
	  
	  
	  

	Milestone B 
	  
	  
	  

	  
	  
	  
	  


Where transition involves substantial 'change' to the status quo, it is recommended that the transition period be kept to as short a period of time as possible. The longer the period of transition, the greater number of problems that will have to be faced (e.g. other organisational changes will assume priority and resources).
2 Maintenance and Support

The Maintenance Plan is used to describe the maintenance requirements for the project outputs once they have been accepted by the Business Owner, and how they will be achieved. 

Scope
Computer systems and applications

Hardware and other peripherals

Technical / business manuals or documents

Communications equipment

Externally produced manuals, methodologies

Security arrangements

Warranty periods 
What warranty periods are required together with on-going maintenance requirements?
Contracts and / or service level agreements for internal / external suppliers
Processes and responsibilities

System Support

For systems / applications, describe how modifications, enhancements. Effects and / or deficiencies shall be recorded (e.g. problem reports, change requests etc), actioned and managed.

Maintenance Costs

Cross reference 
Cross-reference to the <Project Delivery Specification or Contract> to ensure the 'hand-over' process and accompanying support role from the Project Team is defined. 
3 Handover

Transfer of Responsibility

Removal of Current System

IT Systems

Desktop

Office Furniture

Facilities Management

Role and Hierarchical Changes

Divisional Transition

Briefly describe the work required to transition the project deliverable to the relevant business areas, delete those not required.
IT

HR
Risk

Operations
· Marketing

· Financial Planning

· Insurance Services

· Payments

Finance
· Accounting

· Treasury

· Corporate Services

· Credit Services

Customer Relationships
· Retail Operations
· Contact Centre
· Business Development

· Corporate Investments

Documentation / Intellectual Property

Location

	Project documentation
	

	Operations documentation
	

	
	


Contracts

Email

Policies and Procedures

Outstanding/Incomplete Documentation

Business Continuity Plan

In the event of any disaster with the project, the following tiered approach should be taken:

	First Tier support
	

	Second Tier Support
	

	Third Tier Support
	


Disaster Recovery

Back Up

Back Out

Ongoing Communications

Continued Project Manager Involvement
Outstanding Change Requests & Issues
4 Document Control Sheet
Contact for Enquiries and Proposed Changes
If you have any questions regarding this document please contact:

	Name:
	

	Role:
	

	Phone:
	

	Email:
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