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1 INTRODUCTION

Team MarLaw recognizes that the TRICARE On-Line Resource Information Technology Program Office (TOL RITPO) has a definitive need of expert, cost-conscious technical program management, system, software and communications engineering, security support and security documentation support services. 
1.1 Transition and Orientation Support

Team MarLaw understands the necessity for smooth transition activities from an active contract or delivery order to a follow-on provider and we are experienced in accommodating both incoming and outgoing contractor/government conversions.  We will assist the TOL RITPO in planning and implementing a complete transition from this contract from the follow-on provider.  Below, we offer a draft plan for incoming and outgoing transitions and upon award.  Team MarLaw will coordinate with TOL for the planning and implementation of a successful transition to an interim support model.   This plan will assure a professional transfer of responsibilities prior to contract termination.

Team MarLaw’s transition management approach is focused on (1) ensuring uninterrupted service during the transition phase while promoting teamwork between our transition team leaders, end users, and the TOL staff; and (2) minimizing the duration of the transition period.  There are three important considerations to the success of this approach:

· Provide a high level of service to minimize the impact to the business,

· Create an optimal transfer of knowledge among the TOL staff, incumbents, and Team MarLaw’s transition team, and

· Build open, communications-based relationships among Team MarLaw, TOL, and the incumbent staff.

The objectives of the TOL Support Transition Plan include the following:

· Provide efficient, effective, thorough, and smooth transition of all required support tasks,

· Stabilize the work force through direct personal interaction and ensure availability of resources,

· Establish appropriate and effective customer communication channels and interaction mechanisms,

· Resolve issues rapidly through established open communication mechanisms,

· Provide competitive compensation and benefits for professional employees (FAR 52.222-46),

· Provide sound approaches to identify and mitigate transition risks,

· Infuse Team MarLaw ISO 9001:2000 equivalent processes and procedures to reduce costs while improving timeliness and transition quality, and

· Infuse SEI CMM Level 2 equivalent life cycle processes and procedures.

Team MarLaw is fully cognizant of the stresses associated with employment transition.  One of the essential elements to ensuring a successful, disruption-free conversion is to plan and provide attentive interim support services.  Team MarLaw offers tools and resources, along with a variety of best practices, to ensure that current schedules are met with no interruption to normal IM services.  Below outlines Team MarLaw’s  - DRAFT - Incoming and Outgoing Transition Plans.  

1.1.1 Incoming Transition Plan Outline

· Coordinate with Government representatives for each task area.

· Inventory, evaluate, and transition Government Furnished Equipment (GFE) such as:

· Hardware/software

· Laptops/PCs

· Pagers/cell phones/calling cards

· Data/databases

· Procedural manuals/guidelines

· Operating instructions

· Inventory and transition historical data (e.g. memos, letters, correspondence, regulations, reports, documents, and contract document library).

· Inventory and transition agreement documents (e.g. software licensing agreements, Memorandums of Agreement/Understanding and Inter-Service Agreements).

· Orientation to introduce the Team MarLaw team personnel, explaining tools, support methodologies, and business processes.

1.1.2 Individual Personnel Transition

The transition of new personnel to the task is key to being able to provide quality support to TOL from the very beginning.  Team MarLaw will ensure that the personnel forming the team have the skills, experience, and ability to do the work.  We will give the client information concerning personnel departures as soon as practicable.  Our goal is to make sure the client has ample notice of personnel departures – enough notice to plan for and make sure deliverables or other tasks are completed.  Team MarLaw understands how important it is to have continuity.  We will coordinate with the client to identify personnel who would benefit the mission, and offer them positions, as requirements, skills, and needs match.  We will ensure that new staff works with their colleagues to gain critical information on deliverables, client expectations, and the political environment.  

1.1.3 Outgoing Transition Plan Outline

Upon notification of termination of this contract, Team MarLaw will refine this Outgoing Transition Plan  to ensure a smooth transition to the new contractor.  The following items will be included in the Phase-Out plan:

· Disposition of project files and documentation

· Lessons learned

· De-Staffing

· Disposition of inventory

· Financial reconciliation

· Coordinate with Government representatives for each task area

· Inventory, review, evaluate, and transition current GFE such as:

· Hardware/software

· Laptops/PCs

· Pagers/cell phones/calling cards

· Data/databases

· Procedural manuals/guidelines

· Operating instructions

· Inventory and transition historical data (e.g. memos, letters, correspondence, regulations, reports, documents, and contract document library).

· Inventory and transition agreement documents (e.g. software licensing agreements, Memorandums of Agreement/Understanding and Inter-Service Agreements).

· Orientation phase to introduce users to the incoming team, explaining tools, methodologies, and business processes.
Team MarLaw will establish a Transition Team, led by the Task Manager and Quality Assurance Specialist, to oversee the transition and insure a smooth transition.   We recommend starting the transition 90 days prior to End of Contract.  Team MarLaw will begin working with the new contractor to review documentation, equipment logs, and hardware and software inventories to affect an orderly knowledge transfer.  
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