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1. Executive Summary

This transition plan formally documents the process for the transition of the duties, activities, and functions of tasks and tools and/or systems used for the Program Office contract (Contract No. xxxxxxxxxxxxxxxx). It describes the roles, responsibilities, and details of deliverables and other pertinent information for Position Title, as well as the contact information of impacted client(s). 
2. Transition Timeframe
At minimum, this plan must be executed two weeks prior to termination date or upon immediate notice; if less than two weeks.  The first week plan will be executed to close any open actions and/or deliverables that need to be completed and/or transitioned.

The second week will be executed to close any remainder open items and to provide any necessary training. Should the timeframe be less than two weeks, any training and open deliverables must be completed, closed out and/or transitioned, and proper transfer of any required information or artifacts. A detailed schedule is listed under Section 7 of this document.
3. Transition Roles and Responsibilities 
The following chart illustrates the roles and responsibilities of Position Title.
3.1 Roles and Responsibilities 

	Position Name/Role
	Organization/Client
	Roles/Responsibilities

	Example: Data Analyst
	PMS 505/ Robin Beasley
	Detail the responsibilities of what scope of work for this role is. Do not include any deliverable items here (that will be listed in separate table below)

	
	
	

	
	
	


4. Work Execution During Transition

Throughout the transition of work, there may still be outputs and/or deliverables that will need to be completed and/or submitted. The following table will include detailed information on such items, so tasks may be completed collaboratively and/or be used by future replacement(s). Individual who will transition out, will maintain all responsibility for tasks and deliverables until term date.  At the end of the transition period, and upon transition approval, incoming replacement will assume full responsibility for all tasks and deliverables.
4.1 Deliverables
	Client Supported/Email
	Name of Deliverable
	Description/Delivery Schedule

	Example: Ann MacKinnon, ann.mackinnon@navy.mil 
	ILS Meeting Minutes
	Document ILS updates, action items, and activities…   Every Thursday (provide any distro list via email)

	
	
	

	
	
	


5. Property Transition

5.1. Contractor Owned Equipment

All equipment issued in support of contract by prime contractor, will remain with contractor upon completion and approval of the transition.  This equipment includes laptops, key fobs, organizational tools, and company ID badges.  
5.2. Intellectual Property

All intellectual property which is a direct result of work on the contract deliverables will be transitioned to the new replacement and/or prime contractor to ensure the successful completion of the project.  Any data must be transferred according to set company’s policies and/or as specified in contract.
5.3. User Accounts and Passwords

As part of the transition, various user account accesses and authorizations must be created and disabled.  The chart below details what system(s) and types of accounts that must be disabled and created (for incoming replacement) under this transition plan. User accounts for outgoing contractor will be disabled once transition has been completed.
5.4 Accounts/Passwords
	User Account
	Database Name
	Use Description

	Example: Austal IDE
	Windchill 
	To access shipbuilder TM/CDRL information

	
	
	

	
	
	


6. Meetings 
The table below details any meetings that are either facilitated or require participation. If any meetings are labeled as facilitated, meetings must be canceled, and new invites must be sent by incoming replacement as the new organizer. All dial-in information must also be listed for proper transfer. 
6.1 Meetings

	Meeting Name
	Room/Dial-In Info
	Organizer/Email

	Example: PMS 505 Staff Meeting
	3W-3006 or Call 877-885-1087,5599715566#
	Andrew Petry/ andrew.p.petry.ctr@navy.mil (provide any distro list via email)

	
	
	

	
	
	


7. Transition Schedule
This section will detail the two-week transition schedule or if less than two weeks, at minimum, the information required for a successful transition.  First week schedule, should focus on task(s) and deliverable(s) close-out, and/or proper transition of any open items.  Second week, should focus on any additional training required for role, transition of equipment and intellectual property, and initiate/close user access to any applicable systems. Second week, will also serve as an opportunity to complete any remainder open tasks/deliverables.
If transition is less than two weeks, then schedule must focus on all close-out activities and proper transfer of information.  A successful transfer of open tasks/deliverables must also be completed.  
7.1 Week 1: mm/dd/yy – mm/dd/yy

	Activity/Task/Deliverable Name
	Description/Suspense Date
	POC Delivered To

	Example: DD250
	Submit DD20 to ILS Managers/Shipbuilder-mm/dd
	Ann MacKinnon/Rob Wilgus
ann.mackinnon@navy.mil/ robert.w.wilgus@navy.mil (provide any distro list via email)

	
	
	

	
	
	

	
	
	

	
	
	


7.2 Week 2: mm/dd/yy – mm/dd/yy

	Activity/Task/Deliverable Name
	Description/Suspense Date
	POC Delivered To

	Example: DD250
	Submit DD20 to ILS Managers/Shipbuilder-mm/dd
	Ann MacKinnon/Rob Wilgus

ann.mackinnon@navy.mil/ robert.w.wilgus@navy.mil (provide any distro list via email)
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