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Transition to M&O Plan

	DATA ITEM DESCRIPTION

	1. Deliverable Name

Transition to M&O Plan
	2. Deliverable Number

To be determined

	3. Description/Purpose

The Contractor Transition to M&O Plan will be the document that describes how the Contractor intends to support the System during the contractual period and transitions that support over to the responsible State entities. 

	4. Content Requirement

The following describes the minimum required content of the deliverable. Any changes to content must be approved by the state in advance.

The Transition to M&O Plan shall include the following:

1. Cover/title page.

2. Document history.

3. Table of contents.

4. An introduction that includes the document’s purpose, suggested audience, and list of key terms.

5. An executive summary of the document’s content.

6. How the Contractor will maintain and operate the system during the contractual period when the system is partially and fully in production.

7. How ownership and responsibility of the system shall be formally transferred to <Project Name> up until the end of the contract engagement.

8. The knowledge transfer activities that the contractor shall create to transfer system knowledge to the state technical staff for understanding, in operating, and in maintaining the new system.
9. The knowledge transfer activities that the contractor shall create to transfer system knowledge to the <Project Name> Helpdesk staff is necessary for providing support to system users.
10. How equipment, configurations, software, and data stores shall be transitioned into the State’s production environment.
11. Processes for documenting and approving contingency plans for all significant risks.

12. Coordination activities with the hosting provider that provides a clear definition of data center responsibilities and tasks.
13. The process for an orderly closeout of the Contract to include at a minimum the following areas:

a) Archiving project materials.

b) Business processes and system migration.

c) Post-mortem debriefings.

d) Preparation of a final report to include lessons learned and analysis of project objectives achieved.

e) Transfer of application operations and maintenance to new Contractor or State.

f) Transfer of all tools and licenses and/or related data needed to maintain the <Project Name> application.

g) Delivery of current system and supporting documentation, including but not limited to all Deliverables specified in the contract.

h) Audit and reconciliation of all hardware and software purchased by the Contractor for the project.

i) Transfer of supporting project data to the State, including change requests, Help Desk requests, issues, and risks.

j) Support of the migration of business and technical processes and procedures to the State or its designee through knowledge transfer as approved by the State Project Manager to new Contractor or State staff.

k) Support of the State’s Post Implementation Evaluation Report (PIER) process in accordance with the California Technology Agency (TA) Statewide Information Management Manual (SIMM).

l) Identification of Lessons Learned in accordance with the TA PIER guidelines.
m) Update SAF models to reflect any changes if necessary.

	5. Preparation Instructions and Applicable Standards

The Contractor shall refer to the OSI Style Guide for format and preparation guidelines.

The Contractor shall refer to IEEE Std. 1218-1998 and ISO/IEC/IEEE 14764-2006.
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