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Incoming Project Transition

Stage:  

Requirements Development (Global)
Description:  

This activity involves relocating a project from another organization to SSG.
Entry Criteria: 
The following shall be completed before beginning this procedure:

· Project artifacts, source code and related hardware
Procedure Steps:  (These steps are not necessarily performed sequentially.)
1.   Senior Manager:  Assign Program Manager. 

Appropriate SSG 2 Letter will arrange for funding of the project and assign the Program Manager. 
2.  Program Manager:  Assign project members.  

The Program Manager requests a JON for all charges and assigns project members needed to transition the project to SSG. 
3.  Program Manager:  Develop Service Level Agreement.
The Program Manager is responsible for initiating the Service Level Agreement.

4.  Program Manager:  Prepare Transition Plan.

The Program Manager will prepare a transition plan that addresses all issues concerning the transfer of the system using the Transition Plan Template [RDTM001].  If the transitioning organization already has a plan that sufficiently addresses the required issues the Program Manager need not complete another plan.  Compare the Transition Plan to the Incoming Project Transition Checklist [RDCH001].  

5.  Program Manager:  Prepare IT/NSS Requirements Document (AF Form 3215).

The Program Manager is responsible for preparing an IT/NSS Requirements Document which will be presented at the Program Management Review.  The IT/NSS Requirements Document will:
a. Contain the rationale or justification for relocation in sufficient detail for the reviewing authority to make the final decision on approval.

     b.   Provide an audit trail for the AIS and maintain the integrity of the Automatic Data Processing Equipment (ADPE) inventory.

     c.   Identify the Program Manager and provide the authority to begin appropriate actions to accomplish the project.

6.   Project Manager:  Conduct Program Management Review.

The review will include, at a minimum, the Senior Manager, a member from SSG Configuration Management, the Project Manager, and a member from SSG Financial Management and Comptroller as required for the project.  When computer systems are involved, a member of the panel must be prepared to address equipment maintenance contracts and license agreements, associated dollar restrictions, and related requirements for reuse of the excess equipment.  
7.   Project Configuration Manager:  Collect project material. 

The Project Manager is responsible for ensuring all project material is transferred from the transitioning configuration management office to the project CM.  
8.  Program Manager:  Conduct risk analysis.

If any lifecycle artifacts are not available during the transfer, a risk analysis will be performed and mitigation will be negotiated with the customer.  Identified risks will be entered into Risk Radar.
9.   Project Manager:  Enter the SEP lifecycle at the beginning.

Perform appropriate steps throughout the lifecycle as prescribed by the SSG SEP starting with either Proposal Initialization [SW1PR001] for new starts or Sustainment Systems Cost Estimate [SW1PR001A] for sustainment systems.

Exit Criteria: 
The following work products are a result of completing this procedure:

· IT/NSS Requirements Document (AF Form 3215)

· Project artifacts under configuration management control

· Transition Plan 
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