SW9PR004                                 Outgoing Project Transition
June 2004


Outgoing Project Transition

Stage:
Completion

Description:  

This activity involves relocating project software or Computer Systems (CS) hardware of a Standard Communication/Computer System (SCS).  For a customer request for project closure refer to Project Closure [SW9PR003].

Entry Criteria: 
The following shall be completed before beginning this procedure:

· Project artifact files

· Life cycle documentation 
Procedure Steps:  (These steps are not necessarily performed sequentially.)
1.   Project Manager:  Complete IT/NSS Requirements Document.

      a. The Project Manager ensures an IT/NSS Requirements Document is completed and presented at the Program Management Review.  The IT/NSS Requirements Document is required even if the functional OPR, AFMC, or HQ USAF directs the action.

      b. The IT/NSS Requirements Document must designate a Project Manager and provide the authority to begin appropriate actions to close the project or program.

      c. The IT/NSS Requirements Document will contain the following things when transferring a system or project out of SSG:

(1) The office responsible for downloading the system.

(2) Transitioned documentation.
(3) Manpower impact, if any.

(4) Time frame for when system or project will be transferred.
(5) Identified potential user of the system and the justification.

(6) Related work required of civil engineering, and the agency responsible for submitting the work request.

(7) Time frame for transfer completion.

(8) Time frame to notify the contracting office, if contractor is involved.  Transfer contract administration as applicable.

(9) Milestone schedule for software downloading, equipment removal, software license agreements, etc., at each site involved.

(10) Agency tasked to provide removal instructions and remove equipment.

(11) Serviceability statement and agency responsible for serviceability testing.

(12) Communication line termination, if any.

(13) Specific device or equipment components involved.  List by NSN, part                             number, and serial number, if available.

      d. Notify Interface Requirements Agreement (IRA) partners of impending action and inclusive dates.

2.   Project Manager:  Conduct Program Management Review.

      a. The review panel will include, at a minimum, the appropriate Senior Manager, Project Configuration Manager, and the Project Manager or other designee, as required for the specific system or project.

      b. When computer systems are involved, the equipment custodian (EC) will also be a panel member to address equipment discontinuance or reuse and associated dollar restrictions.

      c. The review panel will review and prioritize related requirements for reuse of the excess equipment, if needed.

      d. The IT/NSS Requirements Document will provide an audit trail for the system or project and maintain the integrity of the ADPE inventory.
3.  2 Letter Financial Matrix Lead:  Transfer current year funding per SLA.
4.   Project Configuration Manager:  Identify and collect all project material.

The Configuration Manager, under the direction of the Project Manager, identifies, collects, and forwards all system or project-related materials to the acquiring organization.  This includes both software and hardware as appropriate.
5.  Project Manager:  Forward related project material documentation.     
The Project Manager forwards all related material, both software and hardware documentation to the acquiring organization.
6.   Project Manager:  Perform Project Closure.

Complete Project Closure [SW9PR003] procedure for all systems or projects transferring out of SSG.

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

· Completed IT/NSS Requirements Document (AF Form 3215) 
· Collected and forwarded project material     
· Project Closure   
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