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	Program/Project name: 
	

	Program/Project manager:
	

	Business Analyst(s)
	

	Program/Project sponsor:
	

	Actual start date:
	

	Approved end date:
	

	Program/Project umber:
	

	Revision history:
	

	Business unit:
	

	Business unit:
	



A. Purpose
A brief introductory statement defining the purpose of the program/project  benefits transition and sustainment plan, such as:
The program/project  benefits transition plan describes the process that will be followed to facilitate the ongoing realization of the program/project  benefits to the customer or to transition it to another unit in the performing organization, such as a product support, customer support, or service management group, or to another program/project  in the organization or to a program/project  about to be started to ensure program/project   benefits are sustained.  The benefits sustainment plan provides the mechanisms necessary to assure that benefits continue to accrue in an ever changing environment. It draws extensively on the contents of the benefits transition plan.

Insert your own text here!	
	
	
B. Transition Process
This section describes the program/project benefit transition process to be followed. It states the key stakeholders involved in preparing the plan, ways to ensure resulting benefits are measured, the benefits register is updated, and approval requirements. 
	Process
	Responsible
	Consulted
	Approved
	Informed
	Description of work

	Transition Plan
	
	
	
	
	

	Benefits Measurement
	
	
	
	
	

	Approval Requirements
	
	
	
	
	

	Continue with other process/ deliverables
	
	
	
	
	


C.  Component Transition Requests
This section describes the process to be followed to prepare a transition request each time a component is officially closed to transition the benefits from the component into ongoing operational status, to the customer, or to another program.
	Component 
	Transition Request to be prepared by:
	Operational Area Receiving component/ benefit
	Process to be followed:

	
	
	
	

	
	
	
	


D.  Documentation Requirements
This section describes the documentation to be prepared as part of the transition process. It also includes a description of any training to be provided or materials that may be needed.
	Documentation/ Training/ Materials
	Description
	Responsible
	Key role of this deliverable/ impact if not available

	
	
	
	

	
	
	
	


	
E.  Roles and Responsibilities for benefits transition
This section describes the roles and responsibilities of the program/project management team as well as the receiving organization in the transition process.
	Stakeholder
	Project Team or Receiving Organization
	Role
	Responsibility

	
	
	
	

	
	
	
	


F. Transition assumptions 
This section lists any assumptions associated with the benefits defined in the plan such as availability of resources at the required time or link to Assumptions Log
	Assumption Number
	Assumption
	Probability of Being True
	Impact if not true

	
	
	
	

	
	
	
	



G.  Transition -Related Risks – consider linking to the project risk register
This section describes the risks associated with benefits transition or link to Risk Register
	Risk Number
	Risk
	Benefit aligned to 
	Probability 
	Impact 

	
	
	
	
	

	
	
	
	
	



H.  Transition Critical Success Factors
This section describes the critical success factors that are considered essential to ongoing benefits transition and sustainment.  This answers the question “What must go well/ right for the benefits transition and sustainment to be successful?”
	Critical Success Factor
	Responsible
	Strategy to implement
	Impact if not implemented

	
	
	
	

	
	
	
	

	
	
	
	


I.  Roles and Responsibilities for Benefits Sustainment
This section describes specific roles and responsibilities of the transitioned personnel to sustain the ongoing benefits.  It also  describes specific roles and responsibilities of the program/project   team members to deliver the final and intermediate benefits in the program/project  . 

	Activity
	Resource 1
	Resource 2
	Resource 3
	Resource 4
	Resource 5

	
	
	
	
	
	

	
	
	
	
	
	


Attach a Responsibility Assignment Matrix (RAM) or a Responsible, Accountable, Consult, Inform (RACI) chart as appropriate.
J. Sustainment critical success factors
This section describes the critical success factors that are considered essential to ongoing benefits sustainment.
	Critical Success Factor
	Responsible
	Strategy to implement
	Impact if not implemented

	
	
	
	

	
	
	
	

	
	
	
	



K.  Benefits sustainment Communications Plan 
This section describes the communications methods to be used to ensure each stakeholder has the information he or she requires regarding benefits sustainment. It also describes how benefits will be reviewed with stakeholders and describes the content of the resulting report(s).
	What needs to be communicated?
	Who receives the information?
	How is the information distributed?
	Who distributes the info?
	When is it distributed?
	What is the purpose of the communication?

	
	
	
	
	
	

	
	
	
	
	
	


L.  Benefits -Sustainment Related Risks – consider linking to the project risk register
This section describes the risks associated with benefits sustainment or link to Risk Register
	Risk Number
	Risk
	Benefit aligned to 
	Probability 
	Impact 

	
	
	
	
	

	
	
	
	
	


m.  Required Changes to Processes and Systems for benefits sustainment
This section discusses new processes and systems and those already in existence that must be maintained to handle benefits sustainment and management.

	Description of Process/System to be added or changed 
	Responsibility
	When it is needed and impact if not in place

	
	
	

	
	
	


n.  Approvals
This section contains the approval of the program transition plan by the program sponsor, program manager, program management office, members of the Governance Board, and other key stakeholders.
SIGNATURES AND DATE APPROVAL OBTAINED
Program/project manager		
Program/project sponsor		
Program/project management office director		
Governance Board chairperson		
Governance Board member 1		
Governance Board member 2		
Governance board member N		
Stakeholder 1		
Stakeholder 2		
Stakeholder N		

