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This template contains instructional text to advise how to populate the various sections. Please remove the green text when you have completed the document, prior to circulating.
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1. Executive Summary

The purpose of the executive summary is to describe the transition plan at a high level and what the plan should accomplish.  This section should include an overview and history of the contract, who the contract is currently with, who it is transitioning to, and the timeframe/period of transition.
This plan formally documents …...  
2. Transition Approach

This section of the contract Transition plan discusses the overall approach to the transition.  Some items which must be considered are: will you scale down your staff during the transition or will you bring in additional staff to handle and manage the transition?  How long is the transition?  What are your assumptions (i.e. the staff of the new contractor will be available onsite to participate in the transition and receive knowledge transfer, etc.)? 
For this transition, …..
3. Transition Team Organization

This section of the Transition plan should provide an organizational chart showing all resources and their roles in the transition (i.e. Transition Project Manager, etc.).  Key team members should be from both the incumbent and new contractors as well as the customer.  
The following …...

	Organization
	Title
	Roles/Responsibilities

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


4. Workforce Transition

It is not uncommon for the workforce to transition from one contractor to another as part of the contract transition.  The workforce may stay in place with the client or customer and simply “re-badge” from the incumbent to the new contractor.  It is also common for the incumbent workforce to leave the site once the transition is completed and approved.  In order to set expectations and allow for adequate transition planning, the workforce must be determined and communicated ahead of time.
For this transition, …...

5. Work Execution During Transition

Discuss the level of work which is to be performed during the transition period and the impact of the transition on that work (i.e. system maintenance, software development, support services, etc.).
Throughout the transition …..
6. Subcontracts 

This section documents all the existing contracts and if/how they will be transitioned.  It should contain this information in a table format (subcontract agreements, software/hardware maintenance contracts, etc.).

The following …..

	Subcontract #
	Awarded to
	Tasks

	
	
	

	
	
	


7. Property Transition

7.1. Government Furnished Equipment (GFE)

This section of the plan describes the transition of any equipment for a scenario where the customer is a government entity and provides the contractor with government property.  This property may include hardware such as laptops/PCs, software bundles or add-ons, portable electronic devices (PEDs), and security badges.  Typically, GFE will be turned back over to the government customer during a transition and may or may not be re-issued to the new contractor.
As part of this transition, …...  

7.2. Incumbent Owned Equipment

Equipment owned by the incumbent contractor will usually remain with them when they transition off of the contract. However, there may be instances where incumbent owned equipment supports customer applications and services.  This section should state that incumbent owned equipment will remain with the incumbent - and identify options where this equipment may be available for purchase by the new contractor or customer for their use (i.e. application server and application for helpdesk, etc.).
All …….  

7.3. Intellectual Property

Here the Transition plan should describe how intellectual property will be handled as part of the transfer process.  Intellectual property may include various documentation, supplier and subcontractor information, service agreements, or original designs or plans. Intellectual property generates many legal considerations and may include the completion of non-disclosure agreements (NDAs) between the incumbent and the customer.  Intellectual property may be transferred, sold, or retained by the incumbent depending on the contractual agreements in place.
Per the …...

7.4. User Accounts and Passwords

This section of the transition plan should discuss how any accounts will be transitioned, who they will be transitioned to (i.e. system administrator accounts).  Provide a table of all user accounts to be transitioned/disabled.

As part of …...

	User Account
	RCSI
	Vendor Company

	
	
	

	
	
	

	
	
	


8. Knowledge Transfer

This section should discuss how knowledge will be transferred from the incumbent staff to the staff of the new contractor (documentation/instruction manuals including as-built documents, formal training classes, one-on-one training/knowledge transfer, etc.).  This is an important consideration as the transfer of knowledge is what provides continuity for the contract.
For this transition, …... 

9. Schedule

This section of the transition plan should contain a GANTT chart schedule of the transition.  The complexity of the transition will dictate the level of detail required in the schedule.  However, all major milestones as well as transition start and completion dates should be included at a minimum.
The following …….

<insert Gantt chart view>
10. Handover and Acceptance
This section of the contract Transition plan should discuss how the customer will formally accept the handover at the end of the transition.  This may include whether or not there’s a checklist for acceptance or formal sign-off.  There are typically several people who need to accept the handover (i.e. security office for all badges, IT Manager for system accounts, Contracts Manager, etc.). 
The ……. 
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