
Transition Plan Post Consulting Project 

Date: [Insert Date] 

To: [Client's Name] 

From: [Your Name] 

Subject: Transition Plan Following Consulting Engagement 

Dear [Client's Name], 

As we conclude our consulting project, I would like to outline the transition plan to ensure a 

smooth handover of responsibilities and the sustainability of the strategies we've implemented. 

1. Overview of Project Outcomes 

[Briefly summarize the key outcomes of the project.] 

2. Transition Objectives 

[List specific objectives for the transition phase.] 

3. Key Activities 

• [Activity 1] 

• [Activity 2] 

• [Activity 3] 

4. Roles and Responsibilities 

[Define who will handle specific tasks during the transition.] 

5. Timeline 

[Provide a timeline for the transition activities.] 

6. Support and Resources 

[Indicate available resources or support for the client's team during the transition.] 



I am confident that this transition plan will facilitate a successful continuation of the progress 

made during our partnership. Please feel free to reach out with any questions or to discuss this 

plan further. 

Best regards, 

[Your Name] 

[Your Position] 

[Your Company] 

[Your Contact Information] 


