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Pre-Implementation Changes
The following changes can be implemented prior to Go Live.

· Change One

· Change Two

· Etc.

Change One (Replace with the name of the change)
Description

Describe the change.

Example
Change the way in which we process requests for pricing to include a register of quotes given.

Process Maps

The maps should include the “As Is” and the “To Be” maps.  Either hyperlink to the documents, or include a copy of the document with this plan.

Prerequisites

Identify any prerequisites to the business process being implemented.

Example

· Set up a register of quotes
· Train the Sales Admin staff
Timing

Outline the key milestones in the implementation.

Example
· 14 January – Set up register

· 21 January – Carry out training

· 23 January – Implement business process change

Responsible

Identify who is responsible for the change.  If there are several people, make it clear who is responsible for what.

Example
Peter Parker

· Training Material 

· Training Delivery

Jim Steel

· Create the register

· Manage the business process change

Change Two

Repeat headings for Change One
Post Implementation Changes

The following changes will be implemented at Go Live.

· Change One

· Change Two

· Etc.

Change One

Repeat the same headings as for pre changes.
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