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TRANSITION PLAN

1.  Purpose. Establish a plan for transition from the current process, system, and culture to the processes supported by the new system. This includes transition of system components and information, personnel, and processes.   It also addresses any security or privacy considerations associated with use of the new system and archiving of legacy system code, databases, manuals and other supporting documentation.
2.  Scope.  This section shall be divided into the following paragraphs:

     2.1.  Identification.  Provide a full identification of the legacy system(s) and the new system to which this document applies, including, as appropriate, identification number(s), title(s), abbreviation(s), version number(s), and release number(s).

     2.2.  System Overview.  Briefly state the purpose of the new system to which this document applies.  Describe the general nature of the system and software; summarize the history of system development, operation, and maintenance; identify the project sponsor, acquirer, user, developer, and support agencies.
     2.3.  System Environment.

          2.3.1.  Hardware.  Identify the hardware components (application servers, database servers, and workstations) that the new system will require for production.
          2.3.2.  Software.  Identify the software components (applications, databases, etc.) and all their accompanying documentation (plans, specifications, designs, test scripts, reports, etc.) 
          2.3.1.  Network.  Identify the network components unique to the new system that will be required for production and operation.
     2.4.  Impacted Sites.  Identify current and planned operating sites that will be impacted by this transition.
     2.5.  Business Processing Reengineering.  Identify the type and timing of any required process and/or workflow required to implement the proposed solution.
     2.6.  Training.  If available, identify the type, location, and dates of user, customer, and support personnel training to support the transition.  If specifics are not available, describe the type and duration of training being planned.
     2.7.  Data.  Describe how system data/information will be transitioned from the legacy system to the new system environment. 
     2.8.  Other Issues.  List and describe resolution of any other issues that need to be considered in the transitions.
3.  Schedule.  Present the high-level schedule of location transitions considering on-going workloads, other plans, and human resource availability.

4.  Software Support Resources.  This section shall be divided into paragraphs to identify and describe the resources needed to support the deliverable software.  These resources shall include items needed to control, copy, and distribute the software and its documentation, and to implement, document, evaluate, control, copy, and distribute modifications to the software.

     4.1.  Facilities.  Describe the facilities needed to support the deliverable software.  These facilities may include special buildings, rooms, mock-ups, building features such as raised flooring or cabling; building features to support security and privacy requirements (vaults, etc.); building features to support safety requirements (smoke alarms, safety glass, etc.); special power requirements; and so on.  The purpose of each item shall be described.  Diagrams may be included as applicable.

     4.2.  Hardware.  Identify and describe the hardware and associated documentation needed to support the deliverable software.  This hardware may include computers, peripheral equipment, hardware simulators, stimulators, emulators, diagnostic equipment, and non-computer equipment.  The description shall include:

          a.  Specific models, versions, and configurations

          b.  Rationale for the selected hardware

          c.  Reference to user/operator manuals or instructions for each item, as applicable

          d.  Identification of each hardware item and document as acquirer-furnished, an item that will be delivered to the support agency, an item the support agency is known to have, an item the support agency must acquire, or other description of status.

          e.  If items must be acquired, information about a current source of supply, including whether the item is currently available and whether it is expected to be available at the time of delivery.

          f.  Information about manufacturer support, licensing, and data rights, including whether the item is currently supported by the manufacturer, whether it is expected to be supported at the time of delivery, whether licenses will be assigned to the support agency, and the terms of such licenses.

          g.  Security and privacy considerations, limitations, and other items of interest.

     4.3.  Software. Identify and describe the software and associated documentation needed to support the deliverable software.  This software may include computer-aided software engineering (CASE) tools, data in these tools, compilers, test tools, test data, simulations, emulations, utilities, configuration management tools, databases and data files, and other software.  The description shall include:

          a.  Specific names, identification numbers, version numbers, release numbers, and configurations, as applicable

          b.  Rationale for the selected software

          c.  Reference to user/operator manuals or instructions for each item, as applicable

          d.  Identification of each software item and document as acquirer-furnished, an item that will be delivered to the support agency, an item the support agency is known to have, an item the support agency must acquire, or other description of status.

          e.  If items must be acquired, information about a current source of supply, including whether the item is currently available and whether it is expected to be available at the time of delivery.

          f.  Information about vendor support, licensing, and data rights, including whether the item is currently supported by the vendor, whether it is expected to be supported at the time of delivery, whether licenses will be assigned to the support agency, and the terms of such licenses.

          g.  Security and privacy considerations, limitations, and other items of interest.
     4.4.  Infrastructure Requirements. Describe the technical infrastructure resources needed to support the operation of the deployed software, database(s), and user access. 
     4.5.  Personnel.  Describe the personnel needed to support the deliverable software, including anticipated number of personnel, types and levels of skills and expertise, and security clearances.  This paragraph shall cite, as applicable, actual staffing on the development project as a basis for the staffing needs cited.
     4.6.
 Training.  This section shall be divided into paragraphs as appropriate to describe the developer's plans for training support personnel to support the deliverable software.  This section shall include:

          a.  The schedule, duration, and location for the training

          b.  The delineation between classroom training and "hands-on" training

          c.  Provision (either directly or by reference) for:

              (1)  Familiarization with the operational software and target computer(s)

              (2)  Familiarization with the support software and host system

     4.7.  Other Resources.  Identify any other resources needed to support the deliverable software.  Included may be consumables such as magnetic tapes and diskettes, together with an estimate of the type and number that should be acquired.

     4.8.  Interrelationship of Components.  Identify the interrelationships of the components identified in the preceding paragraphs.  A figure may be used to show the interrelationships.
5.  Legacy System Disposition.  As appropriate, identify who, what, where, and how legacy system coding, databases, manuals, and other supporting documentation will be archived.   
6.  Recommended Procedures.  This section shall be divided into paragraphs as needed to describe any procedures, including advice and lessons learned, that the developer may wish to recommend to the support agency for supporting the deliverable software and associated support environment.






7.  Anticipated Areas of Change.  Describe anticipated areas of change to the deliverable software.

8.  Transition Planning.  This section shall be divided into paragraphs as needed to describe the developer's plans for transitioning the deliverable software to the support organization, and the transition from the Program Manager to the System Manager.  This section shall address:
     a.  All activities to be performed to transition the deliverable software to the support organization.  These activities may include planning/coordination meetings; preparation of items to be delivered to the support agency; packaging, shipment, installation, and checkout of the software support environment; packaging, shipment, installation, and checkout of the operational software; and training of support personnel.

     b.  Roles and responsibilities during transition and thereafter (operations) for:

          (1)  Program Manager (Functional Project Officer)

          (2)  System Manager

          (3)  Technical Project Officer

     c.  The resources needed to carry out the transition activities and the source from which each resource will be provided

     d.  Schedules and milestones for conducting the transition activities.  These schedules and milestones shall be compatible with the contract master schedule

     e.  Procedures for installation and checkout of deliverable items in the support environment.

TRANSITION PLAN

APPENDIX A - ACRONYMS

Describe the acronyms as they are used in the plan.

APPENDIX B - DEFINITIONS

Describe the key terms as they are used in the plan.

APPENDIX C - REFERENCES

Provide a complete list of documents referenced in the text of the plan.  Each reference shall contain document number, title, revision number and date.

Policy and Regulation:  Policies or laws that give rise to the need for this plan
DFAS Policy and Standards:  DFAS policies and standards that give rise to the need for this plan

Other Life Cycle Documents:  Other plans or task descriptions that elaborate details of this plan
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