
Technology Implementation Plan 
Template
1. Executive Summary

● Objective: Clearly define the purpose of the technology implementation.
● Scope: Outline the project's scope, including what will and will not be covered.
● Stakeholders: Identify key stakeholders and their roles.

2. Current State Analysis

● Existing Systems: Describe the current technology landscape.
● Gaps and Needs: Identify the gaps in current systems and the needs that the new 

technology aims to address.

3. Technology Selection

● Requirements: List the functional and non-functional requirements.
● Evaluation Criteria: Define the criteria for evaluating technology options.
● Selection Process: Describe the process of selecting the technology, including market 

research, vendor comparisons, and trials.

4. Implementation Strategy

● Phases: Outline the implementation phases (e.g., planning, design, development, 
testing, deployment, and maintenance).

● Timeline: Provide a detailed timeline with key milestones.
● Resource Allocation: Identify the resources required, including personnel, budget, and 

tools.

5. Project Management

● Governance: Define the governance structure, including project sponsor, project 
manager, and team members.



● Roles and Responsibilities: Outline the roles and responsibilities of the project team.
● Risk Management: Identify potential risks and mitigation strategies.
● Communication Plan: Describe how communication will be handled, including updates, 

meetings, and reporting.

6. Technical Plan

● Architecture: Provide a high-level overview of the system architecture.
● Integration: Describe how the new technology will integrate with existing systems.
● Data Migration: Outline the data migration strategy if applicable.
● Security: Detail the security measures and protocols.

7. Training and Support

● Training Plan: Describe the training programs for end-users and technical staff.
● Support Plan: Outline the support structure post-implementation, including helpdesk 

and troubleshooting procedures.

8. Testing and Quality Assurance

● Testing Strategy: Define the testing phases, including unit testing, integration testing, 
and user acceptance testing (UAT).

● Quality Assurance: Describe the QA processes to ensure the technology meets the 
requirements.

9. Deployment Plan

● Deployment Strategy: Outline the deployment strategy, including pilot testing and 
full-scale rollout.

● Change Management: Describe how changes will be managed during and after 
deployment.

● Contingency Plan: Provide a contingency plan for any potential issues during 
deployment.

10. Post-Implementation Review



● Performance Metrics: Define the metrics to measure the success of the 
implementation.

● Review Process: Outline the process for conducting the post-implementation review.
● Feedback Loop: Describe how feedback will be collected and used for future 

improvements.

11. Documentation

● User Documentation: Provide user manuals and guides.
● Technical Documentation: Include technical guides and system documentation.

12. Appendices

● Glossary: Define key terms used in the plan.
● References: List any references and resources used.
● Additional Materials: Include any materials supporting the plan (e.g., diagrams, charts, 

forms).

This template provides a comprehensive structure for planning and executing the 
implementation of new technology within an organization. Adjust the sections as necessary to fit 
your project's specific context and requirements.


