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TRANSITION PLAN


1 Transition Plan

Our approach for a seamless transition to RGII services provides a responsive, complete, & realistic plan to ensure DOE-CH IT infrastructure, documentation, and user requirements are fully met in a timely manner.

RGII’s transition planning process illustrates our commitment to performing the IT services in support of DOE-CH’s vision, mission and business areas, while complying with DOE’s strategic plan, DOE Orders, OMB Circulars, Presidential directives, and congressional legislation such as the Clinger-Cohen Act. 

Concept & Organization – Our plan identifies three key areas of concern to DOE-CH: staffing issues, transition of work effort, and support without disruption to the DOE-CH management and user community, as well as minimizing the total cost of transition. The plan defines the transition planning process, including the approach to issue identification, issue resolution planning, and identification of the minimum set of actions to be performed for transition, and provides an initial schedule for completion of the associated activities. We will provide clear, open, and regular communications with DOE-CH and the incumbent contractor, Information Support Services, Inc. (ISSI). Our Transition Team, shown in Exhibit 2-1, is motivated and understands the technical requirements of the solicitation and the importance of the contractor in supporting DOE-CH missions successfully. 
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Ms. Janet Swisher, Vice President, NITS Division, functions as the Transition Director, providing senior management oversight, as well as guaranteeing senior corporate management is immediately available for support and resources. In addition to Mr. O’Connor, Mr. Waite and Mr. Sharp for technical transition, Ms. Swisher is assisted by Geraldine Piccioni, RGII’s security administrator, to handle facility and security issues and our corporate recruiter, Linda Harris, to provide on-site, immediate support for transitioning incumbent personnel and new hires. Ms. Janet Gilmer, HR Manager, fills the team, providing expertise in welcoming new employees to RGII and overseeing their orientation as it relates to benefits and RGII policies.

Our Team's experience in phasing-in personnel to support new programs ensures that transition risks are minimized. The Transition Team is already working to identify and select a highly qualified and motivated staff for the DOE-CH program. We have run advertisements in the Chicago Tribune and Chicago Suburban papers and held a hiring reception for pre-qualified candidates based on the requirements of the DOE-CH solicitation. 

Ms. Swisher leads the Team and provides supervision of the program during transition. She is responsible for transition planning, issue resolution, and transition execution with the authority necessary to carry out those responsibilities. She has extensive experience in planning for and execution of major contract transitions. For example, during her tenure as Project Manager for the National Oceanic and Atmospheric Administration’s (NOAA) System Acquisition Office (SAO), she transitioned 23 new tasks onto RGII’s IT services contract. She also was directly responsible for the start up of 14 new IT contracts for RGII. All were conducted within schedule, and were virtually user-transparent. As attested to by Mr. Don Scavia, the Director of NOAA’s Coastal Ocean Program, “RGII accomplished a virtually unnoticeable transition in our network services. This outstanding service is deserving of recognition and is only one example of the excellent service that (RGII) does for us everyday.”

Transition Risk – Major risk in transition of responsibility is offset by our prior experience successfully transitioning other computer integration and engineering support programs of similar size and complexity. RGII’s understanding of the DOE-CH requirements is based, in part, on providing user-transparent transitions on programs such as the U.S. Coast Guard Headquarters IT Support Services contract and NAVSEA’s LAN/WAN and Help Desk Support Services project. We maintain an experienced staff that is committed to quality on all levels.
RGII was awarded the USCG HQ ITSS contract on 26 September and we were required to begin work on 1 October. The effort required the phase-in of 35 people over a three-week period. We extended job offers and successfully transitioned 85% of the incumbent staff in the first week. RGII staffed the remaining positions with new hires over the next two-week period.

A second successful transition that earned customer recognition involved LAN/WAN and Help Desk Support Services for NAVSEA in 1996. This contract required the seamless phase-in of a staff of 50 over four weeks. RGII transitioned over 90% of the incumbent staff within five days at three sites (Arlington, VA, San Diego, CA and Brunswick, Maine), and the remaining support staff was brought in over the next three weeks.

RGII’s risk mitigation plan addresses events (see Exhibit 2-2) that could occur during phase-in and the critical period following assumption of full responsibility.

	Perceived Risks
	Pre-Mitigation Probability
	RGII Mitigation Measures
	Post- Mitigation Probability

	Inadequate or inconsistent staffing 
	Medium
	Project Manager, Supervisor Computer Network Analyst, and Supervisor Software Engineer positions are seasoned professionals who are committed and available to start on award date to the program. Contact appropriate incumbent personnel shortly after contract award notification to determine interest in employment with RGII. Initiate staffing/recruiting process, initiate contingency hiring actions prior to contract award.
	Low

	Chaotic transition
	High
	Apply proven corporate business, human resources, and purchasing systems. Open, daily communications with DOE-CH management & incumbent. Corporate management commitment. Start team building early. Recruit incumbent personnel to reduce turnover
	Low

	Continuity of Operations & Work In Progress are interrupted
	High
	Conduct phase-in activities in coordination with DOE-CH so as not to conflict with DOE-CH workload. Project lead also leads transition and is charged with ensuring the continuity of work in process. All team members participate in task planning and execution to minimize impact on on-going work. In coordination with DOE-CH, recruit current workforce. Review and evaluate DOE-CH primary and remote sites
	Low

	Documents, files, reference materials, etc. may be lost, misplaced or removed
	Medium
	Actively recruit incumbent workers to reduce the turnover percentage. Work closely with DOE-CH & incumbent company to identify, inventory, & secure the appropriate equipment, information, access codes, etc.
	Low


Continuity of Services – Continuity of high-quality, timely service is the Team's primary objective. Our approach for an efficient phase-in is through a coordinated plan that includes the following key elements:

Begin with an experienced Transition Team of RGII employees to staff all positions and execute all other start-up activities,

Vest the Program Manager with full authority for hiring, spending indirect resources, and establishing and directing the organization,

Conduct a kick off meeting with DOE-CH, to define roles and responsibilities

Document management plans, inventory, DOE procedures, etc.

Work with DOE-CH management to review the personnel we have identified for each position and possible incumbent candidates to determine final selection of staffing.

Exceed expectations and requirements for delivery by performing all transition services within 30 days or less from notification of award unless the government requests a different schedule for their convenience.

Bring best-value new staff to the DOE-CH contract through the transfer of RGII personnel, identified incumbents and new hires,

Conduct transparent execution of all administrative functions, GFE transfers, and management/task reporting to DOE-CH.

Foster a strong, support-oriented, open working relationship with DOE-CH and ISSI officials aimed at increasing productivity at all levels.

Outline plans for providing staff training in DOE-CH procedures and IT products

Transition Work Breakdown Structure (WBS) – RGII’s transition process facilitates a smooth and effective transition. A Transition Work Breakdown Structure (WBS) is established to identify and organize areas of work to be transitioned. WBS elements are identified for each of the areas to more fully organize work to be transitioned. The areas are:

Information Systems Development

System Integration and Configuration Management

Information Management Strategic Planning

Systems Engineering Upgrades and Improvements

Desktop/WAN Production

The schedule of transitioning services area is shown in Exhibit 2-3.

For each element of the transition WBS, transition-related issues are identified and documented and reported. Each report summarizes the issue and the assumption to be used in resolving it. Plans for resolution are developed for each documented issue, detailing the activities required for resolution, the timing and duration of these activities, estimated costs, and identifying the personnel responsible for execution of the resolution plan. In addition for each transition WBS element an orientation briefing or set of briefings is generated to summarize previous, on-going and planned work as well as to communicate objectives, key deliverables and points of contact. The development of these items is consistent with the solicitation with the recognition of a potential contract award date as early as February 1, 2001. RGII proposes to provide an online, Intranet-compatible transition-planning database to be operational within five days of award to facilitate communication of the transition issues, resolution plans and orientation briefings between the Transition Team, DOE-CH management and RGII senior management in Maryland which is part of our IT best practices during transition.
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ID

Task Name

1

Kick-Off Meeting with Government

2

Transition Meetings with Government & Incumbent Company

3

RGII Submit Transition Plan

4

Government Review & Approve Transition Plan

5

RGII Submit Daily Transition Status Report

6

RGII Incumbent Hire, Orientation, Security Clearance

7

RGII Hire & Orientation for all Vacant Positions

8

RGII Transition Team Review all DOE Technical Documentation, Diagrams, SOPS, Policies & Procedures

9

RGII Transition Team Review all Projects in Process

10

RGII Monitor Daily Operation Procedures

11

RGII Transitions Daily Operation from Incumbent

12

RGII Transition DOE-CH Incumbent Projects in Process

13

RGII Prepare New or Updated SOPS

14

RGII Train Contingency/New Hires in DOE-CH Policies, Procedures & Operations

15

RGII Build Configuration Management Database

16

RGII Submits Operation Recommendations to Government

17

Transition Complete

Proposed DOE-CH Schedule of Transition to RGII Technologies, Inc.



Week 4

Week 1

Week 2

Week 3

Exhibit 2-3: Schedule of Transitioning Services

Teams are organized according to transition WBS elements and are assigned to develop resolution plans for any issues associated within the areas. Specific responsibilities include:

Evaluate each area scope and objectives, including review of applicable draft transition-related issues and associated details;

Recommend changes and/or additions to resolution plans for the respective transition WBS element;

Identify and evaluate issue resolution alternatives (advantages/disadvantages);

Identify any decisions that need to be deferred until RGII assumes responsibility;

Develop resolution plans for review by DOE-CH;

Support DOE-CH review process as needed;

Prepare final issue resolution plans for submission;

Resolution plans are documented by the teams and include:

Statement of the issue to be resolved and/or key decision to be made

Identification of significant factual information related to the issue

Identification of resolution alternatives

Description of implications of each alternative, including but not limited to cost

Identification of teams and/or individuals who are significantly affected by the issue and who need to be involved in the issue resolution

Written description of the plan for resolution

Schedule and cost detailed by activity and item as applicable.

Lessons Learned – RGII draws on over 10 years’ experience from phasing-in other support contracts of this type and magnitude to effect a seamless transition at DOE-CH. Lessons learned from our previous contract transition tasks have shaped RGII’s approach to this important effort and are highlighted in Exhibit 2-4 

	Culture, work backgrounds, geographic locations and employment experience of incumbent personnel may be quite different. It is important that management and Human Resource Specialists spend time in understanding the values, sensitivities and concerns of incumbent personnel and other new hires.

	Staff morale among incumbents is low during transition. Knowing this, resolution of “people problems” has high management priority. Full time Human Resources personnel are available on site in the first weeks and via telephone and Internet/Intranet to deal with employee issues.

	Incumbent personnel are uncertain about the future. Interviews and offers must be expedited to retain the most qualified personnel. Incumbents to be retained receive a competitive benefits package and compensation (supported by local surveys), the accepted offer, and other considerations such as previous position and tenure. 

	Knowing that they are soon to be relieved of responsibility, incumbent managers may be less than zealous in dealing with technical issues. Our transition team and supervisory personnel will work closely with DOE-CH managers to rapidly identify and surface problems for evaluation and action.

	The administrative workload during transition is often underestimated. As a result, employee actions are delayed, contributing to morale problems. To avoid these problems, support from senior level financial, administration, and Human Resources executives and an experienced support staff are committed to DOE-CH.

	The turbulence of change must be dampen as quickly as possible. Benefits, operating policies and procedures, ethics, and corporate philosophy are all taught to new employees. The clear goal is the establishment of a stable and rewarding long-term relationship with each new employee and the DOE-CH customer.

	
Exhibit 2-4: Transition/Start Up Lessons Learned


1.1 Staffing

There are inherent stresses associated with employment transition. To alleviate anxiety between the incumbent workforce and foster cooperation with the incumbent contractor, RGII will be open with the incumbent, answer employees' questions honestly, and keep employees informed. Interested employees will be invited to an Open House held at RGII’s offsite office and planned between notification of selection and award and conducted during the first week after authority to proceed with transition. At this session they can meet and talk with the Project Manager, Mr. O’Connor, other supervisory personnel, Transition Team members, and Human Resources representatives. To assist in this process, our Human Resources Manager, Ms. Janet Gilmer, is part of our Transition Team and will provide an information package detailing our corporate descriptions, benefits, hiring eligibility requirements, an interview/Open House invitation, and telephone numbers to each incumbent employee before the Open House is scheduled. 

During the first week of phase-in, targeted incumbent personnel are contacted by telephone - after normal working hours - to determine their interest and to establish interview dates. Transition Team members, along with input from DOE-CH management, provide valuable input to this process. Our Human Resources specialists update and maintain our personnel database of skills, to include incumbent employees interviewed, hiring decisions, comments, technical expertise, and level of experience to provide the Transition Team with updates of applicants.

Orientation & Training – Orientation has begun for our proposed Project Manager, Mr. O’Connor; other personnel identified as key to the transition receive orientation/training immediately upon contract award from Mr. O’Connor and Ms. Swisher to familiarize them with the DOE-CH and its operations and equipment. An intensive indoctrination program is to be conducted immediately after award for all contingent personnel to ensure DOE-CH mission, policies, procedures, and access control requirements are understood. This indoctrination provides the opportunity to make all team members aware of the DOE-CH objectives, goals, and issues. Mr. O’Connor is responsible for certification/training on DOE-CH software and hardware for contract analysts, engineers, programmers, administrators and specialists.

We anticipate the need for administrative training to be conducted during transition. To increase cohesiveness and efficiency, administrative training will be provided for incumbent personnel, and other new hires to ensure that understanding of roles and responsibilities are common among all employees on the contract. Training includes orientation to ethical standards of conduct, procedures for timekeeping, familiarization with DOE-CH operations, and other related topics.

After internal evaluation of needs and discussions with DOE-CH and the incumbent, our Project Manager will obtain appropriate technical training materials and information from the incumbent as required in transition clauses in the current contract. If phase-in technical training is required, training objectives will be established in joint phase-in/phase-out planning meetings with DOE-CH and the incumbent. Potential technical training objectives include understanding the work in progress, equipment operating procedures, safety, and maintenance instructions.

1.2 Transition of Work Effort

Comprehensive senior management oversight enables effective use of transition resources. Mr. O’Connor and Ms. Swisher provide daily updates and status of the effort. Coordination with both DOE-CH personnel and the incumbent are effected to ensure a full and complete transition to RGII management.

During the initial two weeks after contract award, the transition team is tasked to perform a needs assessment. The needs assessment identifies ongoing tasks and any planned tasks at DOE-CH primary location and remote sites. The team will identify the personnel assigned, the necessary tools, documentation, and deliverables required for any ongoing or planned tasks. A full review of DOE-CH’s primary and remote sites is conducted relating to processes and procedures regarding IT security plans, physical security plans, service level agreements, disaster recovery plans, password and offsite backup plans. At this time, any and all architecture diagrams, configuration documentation, Standard Operating Procedures (SOP), security documentation, hardware inventory reports, software development documentation, and any other relevant documentation is required from DOE personnel and the incumbent.

RGII anticipates assuming full responsibility of the contract and tasks from the incumbent by the end of 30 days. However, we have the capability to accelerate the schedule to the second week of performance, if necessary. RGII’s Transition Team will conduct a joint inspection of all areas and full hardware inventory of DOE-CH’s primary site and remote sites with the DOE personnel and the incumbent. The joint inspection and inventory will commence during the third week. RGII’s Transition Team will conduct a thorough review and evaluation of incumbent-developed and maintained applications. RGII transition team will conduct a joint review and inspection of DOE-CH and the incumbent’s security policies, procedures, and computer based security passwords and access controls. Should the incumbent decide not to provide the necessary assistance in transition to RGII, our transition team will deliver the best effort to ensure all ongoing tasks are identified and continued to their completion.

A full review of the DOE-CH service level agreements (SLAs) will be conducted to ensure that they are available and contain up-to-date information concerning manufacture original and extended warranties. RGII personnel will review DOE-CH’s established disaster recovery plans and backup plans to ensure RGII’s conformance for implementing these plans.

Upon completion of the 30-day transition period, RGII will survey the DOE-CH community to determine the overall impression of RGII’s transition. Mr. O’Connor, working with his staff, will address any issues outlined by DOE-CH management and user community.

Transferring Documentation, Equipment, Service Level Agreements (SLAs) and Records – All hardware, software, SLAs, and documentation will be recorded for entry into our automated configuration management record system. Application programs and their interrelationships will be identified. At the completion of the inventory, diagrams showing the network topology, protocols, and resident application packages for each component will be initiated. All records keeping will be coordinated with and available to DOE-CH and the user where appropriate. 

1.3 Support Without Disruption

One of the principal goals of the Transition Team is to maintain an uninterrupted flow of work and provide services for all functional areas throughout the transition and well into the early stages of contract performance. Ms. Swisher, Mr. O’Connor and other supervisory personnel will familiarize themselves with the status of work in progress, operational support requirements, and maintenance. This information is used to ensure a smooth transition with minimal interruption of work in progress.

Our transition schedule gives DOE-CH a transition without interruption of services. Mr. O’Connor will review the schedule of transition actions upon notification to proceed for coordination with DOE-CH. Any scheduling conflicts will be resolved at that time and incorporated into the updated Transition Plan within 15 days after government comments are received. 

Conditions to be Met Prior to Start of Transition – The following conditions should be present before the RGII Team begins the transition effort at DOE-CH primary and remote sites.

DOE-CH has provided an authorized to proceed date.

DOE-CH and RGII have conducted a joint kick-off meeting for transition.

DOE-CH has provided written changes desired in Transition Plan submitted herein.

In addition, the following priority listing of actions/events must be achieved for a successful cutover to the RGII Team providing support to the systems now in place at the DOE-CH:

· Action: Coordinate change over between the incumbent and RGII at primary and remote sites.

Resolve scheduling conflicts.

Kick-off meeting conducted immediately after “authority to proceed" issued.

Update budget and resources plan.

Weekly meeting between DOE-CH representatives, RGII Project Manager and supervisors, and other contractor managers.

Daily meeting between RGII's Transition Director, Project Manager and DOE-CH

· Action: Train contingency/new hires and familiarize them with on-going projects at DOE-CH primary and remote sites.

Temporary transition support in place.

Update/maintain skills database. Analyze skill shortages.

Selectively recruit from outside to fill any remaining vacancy.

Bring from the corporate staff qualified engineers and analysts with relevant experience to fill open positions until the right person is recruited to permanently fill the position.

Identify training and cross-training requirements for the DOE-CH systems and procedures.

Develop training plan. Coordinate with/use vendor personnel as required to accomplish training objectives and training.

Conduct training for DOE-CH support personnel.

Identify and schedule training facilities.

Temporary transition support released.

Hold team-building session.

· Action: Inventory hardware, software, SLAs and documentation completed. Enter data into configuration management database.

Report status to the Government.

· Action: Establish schedules of duties and responsibilities.

Observe operating procedures.

Provide hands-on training.

Review preventive maintenance duties and procedures.

Develop modified RGII Team schedule of duties and responsibilities.

Review on-going projects/work-in-progress; determine impact.

Develop course of action to ensure continuity for on-going projects.

Responsibilities of the Contractor (RGII) – The following items reflect the major responsibilities of RGII in transitioning support services:

Submit an updated Transition Plan after receiving DOE-CH comments.

Coordinate transition actions/events with the Government.

Supervise the transition.

Provide 25 support personnel.

Provide daily status reports to the Government management.

Raise problems/issues to the Government for assistance.

Provide Transition Team support from corporate headquarters.

Train/orient support personnel.

Update schedules of duties and responsibilities for the RGII Team.

Responsibilities of the Government (DOE-CH) – The following items reflect the major responsibilities of the Government in supporting the RGII Team's transition:

Participate in a transition kick-off meeting with RGII.

Provide an “authorized to proceed” date.

Review the Transition Plan and provide comments.

Provide system access and documentation for RGII Transition Team.

Meet at least weekly with RGII's Program Manager and supervisory personnel to discuss transition status and resolve issues.

Make available Government personnel to work with RGII Team personnel on a daily basis.

Responsibilities of the Incumbent – The following items reflect the major responsibility of the contractor currently providing support to the DOE-CH community:

Cooperation in providing personnel for transitioning support.

Cooperation in providing requested information as it pertains to open projects, etc.

Exhibit 2-1: RGII’s DOE-CH Transition Team Organization
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