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SECTION ONE - SUMMARY

1. PURPOSE  
To provide guidance for the Ft Myer Military Community (FMMC) A‑76 study conversion, in order to facilitate a smooth transfer of responsibility from the current government work force to either Contractor or Most Efficient Organization (MEO) operation.  This plan summarizes the responsibilities of the Transition Team.  A more detailed plan, including specific tasks for each area, with start-no-later-than and end-no-later-than dates, will be used by the team to coordinate the actual transition.  That detailed schedule is not included with this plan since it is so dynamic (changing as required to accommodate the myriad situations possible during transition).  Since this plan applies equally to either outcome of the study (MEO or contractor win), all sections apply to both unless otherwise specified.

2. REFERENCES  
The Performance Requirements Document (PRD), including all Exhibits and Attachments, and the Management Plan, including all Attachments.

3. ALIGNMENT/STRUCTURE  
The new organization will be aligned under the Garrison Commander, with the organizational structure depicted in Attachment 8 of the Management Plan.

4. OPERATIONS
a. Mission  
The various functions under study are described in detail in the PRD, and the MEO’s method of accomplishing them are described in detail in the Mgt. Plan.  In most cases, the MEO organizational structure will not affect transition tasks or timelines.  However, in some instances, the premises upon which the MEO are based will need to be considered during transition.  Although the FMMC is undergoing this A-76 study, and functions may be realigned/restructured, the mission of the FMMC remains intact.  In fact, the results of this study, and any subsequent reorganization, can not negatively impact the mission, or degrade service.

b. Constraints
As stated above, the no negative mission impact are anticipated as a result of this study; however, minimal disruptions in service are to be expected during the transition period.  The move of functional activities and the transition of the work force must have only minimum impact on the operations of the FMMC and its customers.

c. Security  
All activities relating to the transition are For Official Use Only (FOUO) until official announcement from Public Affairs.  All other activities and references will revert to normal operational security measures upon public announcement.

5. GENERAL RESPONSIBILITIES  
A transition team will be established upon tentative decision.  The teams primary responsibility is to ensure a smooth transition to the new service provider so as to allow minimal disruption of daily activities.  The team composition will not differ based on the outcome of the study.  However, the roles of certain members may change.  For instance, in the event of a contractor win, the CA Team representative will play a much smaller role, acting only in an advisory capacity to the contracting officer on issues relating to the remaining workforce (REO).  The contracting officer’s role, however, would increase dramatically.  The responsibilities of the members of the Transition Team include but are not limited to the follows:

d. CA Team Representative 
· Develop and maintain a detailed transition schedule establishing responsibilities and milestones.

· In the event of an MEO win, coordinate the efforts of the Transition Team, ensure taskings and milestones are communicated and met, and resolve issues relating to the new MEO structure.

· In the event of a contractor win, advise the contracting officer on issues relating to the REO and it’s interface with the functions under study.

e. Human Resources  
(refer to DoD Handbook #6 Human Resources Actions for additional information):

· Counsel employees to update their Official Personnel Folder and keep it current.  At any time prior to the Reduction in Force (RIF), employees can file a continuation sheet or change to their folder.  There will be a cutoff date established before the RIF when new information will no longer be accepted.  During counseling sessions, encourage employees to review their file and update any missing or wrong information.  Employees can help themselves by maintaining their records to include all training, awards, additional duties, and positions held during their career.  They also have the opportunity to file for positions of interest at other local Government installations, state and local Governments, and private industry.

· Conduct employee counseling, briefing sessions, and provide handouts explaining transition.  Inform affected employees of RIF procedures and their rights, benefits and placement opportunities, severance pay entitlements, and unemployment benefits. 

· Conduct a mock reduction in force (RIF), prior to the actual RIF. The mock RIF will identify current organization employees impacted by the transition to the MEO or contractor.  The actual RIF will not be effected until a final cost comparison decision is reached.

· Explain eligibility for consideration under the DoD priority placement programs for displaced employees who previously worked in the organization under cost comparison, as well as others who were “bumped” by displaced employees.  Provide information on locations of other agencies within the local geographic area.

· Conduct discussions on unemployment benefits and recommend alternative offices that employees may consult for assistance, such as their state employment office.

· Commence recruiting actions to fill MEO, or contract administration vacancies as required.

· Approve and issue identification and restricted area passes as required for newly hired personnel.

· Reclassify new job descriptions, as necessary, for the MEO.

f. Military Personnel  
· Provide career counseling and relocation support to military personnel as required.

· Support Permanent Change of Station processing for retained military personnel.

· Process requests for curtailments/extensions as required to ensure proper utilization of retained military personnel.

g. Contracting Office 
· Ensure the MEO or contractor meets with Contracting within the Transition Period to ensure all contract requirements are in place.

· Provide training for Performance Managers.  The performance managers can be the Quality Assurance personnel or can be the functional area chiefs. 

h. Public Affairs Office 
· Prepare and release announcement of cost comparison results.

· Prepare and release the Commander's messages of support and endorsement for the MEO or contractor.

· Prepare and release periodic updates on progress of transition process.

· With the help of the MEO Team representative, prepare and release literature to inform the installation populace of new procedures due to reorganizations, etc.

i. Military Police 
· Provide vehicle registrations stickers for private vehicles owned by new employees.

j. Transportation 
· Approve and issue drivers licenses for newly hired personnel.

k. Supply 
· Ensure supply accounts, inventory, and furnishings accounts are properly inventoried and transferred from the installation to the new workforce.

l. Safety 
· Provide safety briefings to new personnel as required.

m. Information Management 
· Support telephone changes as required/approved to support the standup of the new organization.

· Ensure automated data processing equipment inventory is completed and documented appropriately.

· Provide information and communications security training.

· Update the telephone directory and ensuring all newly hired personnel are submitted for a National Agency Local Check (NACLC).  Each employee must pass the check within three months of being hired.

· Obtain and verifying security clearances for all newly hired personnel, and begin preparation to obtain the necessary clearances following initial decision.

· Update the Command Roster and emergency recall lists with the names of key MEO or contract personnel.

· Setup computer accounts for new personnel.

n. Medical  
· Provide emergency medical treatment and emergency patient transportation service for personnel who are injured or become critically ill during the performance of this contract. Treated personnel will be responsible for reimbursing the Government for the cost of medical treatment and patient transportation at the current inpatient or outpatient treatment rate.

o. Other Team Members
· Other team members may be called upon as required to fulfill specific roles.  These may include, but are not limited to:

· DRM for updating mission statements in AR 10-1, and for ensuring appropriate actions are taken to establish new cost centers and obtain or transfer funds.

· DPW for coordinating facility transfers, offic relocations, and facility modifications.

· Functional representatives for conducting inventories and providing familiarization.

SECTION TWO - PERSONNEL REDUCTION/OPERATIONAL TRANSITION

6. MILITARY

p. General

This section provides information and guidance relative to the draw-down of active duty officer and enlisted personnel in the organizations affected.  The A‑76 transition will result in reassignment or retirement/separation of some active duty military members from Ft. Myer.  The Directors and supervisors, and the individuals themselves, will be actively involved in the personnel process to match the needs of the Army with the desires of the individual to the maximum extent possible, and to ensure a fair and equitable distribution of assignments for those military members affected by the study outcome.  Active duty military draw down will begin on or about final announcement, with Cadre military personnel leaving after final transition.

q. Tasks
(1)  
Military members that will be required as part of the transition team (Cadre) will be identified prior to transition.  These members will not be eligible for assignment until successful transition is complete.

The Commander will keep Cadre and non-Cadre members informed of the assignment process milestones.  

Non-Cadre members will be released for reassignment after the final decision has been announced.  

Cadre members will have Report No Later Than Dates (RNLTDs) established as transition workload permits in each functional area, but RNLTDs will generally not be earlier than 30 days after complete operational transition.  

7. CIVILIAN

a. General
The Civilian Personnel Office, through the Public Affairs Office, will advise the work force of the A‑76 conversion status, via notification to affected unions, articles in the base newspaper, individual briefings when requested by the employee, and mass briefings as required.  Although the requirements of this plan apply equally under either scenario (contractor or MEO win), there are differences.  In the event of an MEO win, many employees will be placed in authorized MEO positions, thus requiring fewer RIF actions than if the study results in a contractor win.  Also, under an MEO win, some hiring actions may take place.  

r. Transition
The Civilian Personnel Office will request Variable Early Retirement Authority/Variable Separation Incentive Pay (VERA/VSIP) authority.  Application for VERA/VSIP will be accomplished by affected individuals as desired.  All standard procedures for application of VERA/VSIP will apply.  Upon final announcement, Reduction in Force (RIF) notices will be provided to affected civilians, with an effective date of 60 days later, and with all actions completed within 6 months.  Surplus placement/RIF procedures for affected DoD civilian employees will be in accordance with Office of Personnel Management directives and union(s) agreements, and will follow the RIF schedule/milestones established by Civilian Personnel.

The Contractor will establish its work force in a manner consistent with the PRD and with this Plan. The rules pertaining to Right-of-First-Refusal apply, and may reduce the number of employees to be placed.

Final placement of DoD civilian employees will occur on the RIF effective date.  Gaining and losing organizations may negotiate earlier release of personnel affected.

In the event of an MEO win, hiring actions will start immediately upon final decision.  Position descriptions from the Mgt Plan will be the sole basis for all hiring actions.  The first step is to decide which of the MEO positions can be filled by current employees (not necessarily from the same organization).  This is accomplished through standard RIF procedures.  All placements and downgrades as a result of these actions will be processed according to existing civilian personnel rules.  This includes placement of individuals, for whom no position exists, on the Priority Placement List.  The final step is to determine which positions require hiring actions, and to initiate those actions.  All hiring actions must be completed prior to the end of the Transition Period.

Since the functions under study are commercially general in nature, and since the FMMC is located is a heavily populated area, including several military installations, no hiring difficulties are anticipated, either for the MEO or a contractor.

8. OPERATIONAL TRANSITION

An incremental transition of the existing work areas will occur to ensure changeover of all work area responsibilities are complete NLT 182 days (6 months) after contract award.  Division Chiefs and higher level supervisors will be needed from the beginning of the transition  period; the more skilled workers will be needed around the middle of the transition period; and finally, the less skilled workers will be required near the end of the transition period.  The intent behind this incremental staffing ramp-up, is to ensure that on contract start date, the MEO workforce is capable of fully performing the tasks in the PRD to the performance levels specified, without unduly adding personnel costs to the MEO.  It is also based on the solicitation’s statement that the government retains responsibility for the work until actual contract start date.  

Transition dates include time for familiarization and security clearances, but not training time.  Ensuring qualified/trained individuals are available is the responsibility of the study winner, and is independent of the transition.  Familiarization is done only to ensure individuals understand unique requirements.  The 182 day transition deadline is not intended to discourage early transition of functions that can transition sooner.  Thus, the actual transition may be incremental; some functions transitioning sooner than others, with all transition complete within 182 days.

9. SPECIAL CONSIDERATIONS
This is one of two studies (Whole Base and Small Business Set-Aside (SBSA)), being conducted for the FMMC, and one of several in the MDW area.  This situation forces the FMMC to consider two issues.  First, a possible lack of available candidates in the local community to fill vacancies created by the MEO in the event of mulitple MEO wins, and second, the possible interactions of multiple contractors.  

s. Availability
Availability is only an issue in the event of multiple MEO wins.  Since both of the FMMC studies, and some of the other studies, involve supply functions, having one study completed prior to the other could cause a shortage of qualified supply personnel available to fill MEO vacancies.  However, several factors help mitigate this risk.  First, the vast majority of the current positions are civilian, likely reducing the number of MEO vacancies across all studies.  Second, the number of positions in most MEOs is less than that currently on board, which may cause an excess of qualified individuals in the MDW area.  Third, the FMMC studies are currently on track to be completed prior to the other installations’ studies, basically allowing FMMC ‘first-pick’ of the available qualified candidates from the community.  Finally, even though the two FMMC studies will be completed first, one should not affect the other since the SBSA is a small study, with few affected positions.

t. Interactions
Interactions are only a concern in the event of dual contractor wins for the two FMMC studies.  Again, since both studies involve supply functions, a smooth transition could be jeopardized by a lack of consideration for interactions between the two contractors.  However, as described in Part Seven of the Management Plan, these interactions should be minimal.  The majority of the interaction revolves around ordering uniforms, which is a long-term operational issue, as opposed to a short-term transition issue.  Also, there is no reason to assume that two contractors would be uncooperative with each other, especially during transition.  Each should be equally motivated toward good performance by the desire for follow-on work.

u. Quality Assurance and Contract Administration
In the event of a contractor win, Position Descriptions (PDs) will be developed for the contract administration positions, and personnel will be hired.  Regardless of the outcome, Quality assurance personnel will be hired (these PDs already exist). 

SECTION THREE - FACILITIES TRANSFER

10. GENERAL
Based on current assumptions, responsibilities for facilities will remain with the government’s residual organization.  However, should a decision be made to transfer facilities to the Service Provider, a coordinated effort to transfer responsibility for those facilities will be accomplished according to the paragraphs below.  

v. Inspections
A joint facility inspection will be conducted by the incumbent work force building custodians and the new Service Provider building custodians not later than 30 days after contract award (or after decision to transfer facilities).  The Service Provider will assume responsibility for the facilities upon final transition or upon full assumption of responsibilities in any functional area, whichever is sooner.  If the decision to transfer facilities is made after normal transition is completed, a timeline will be developed at that time.

w. Work Requests
At the time of the joint facility inspection, the incumbent building custodians will provide all open Work Requests and brief the Service Provider building custodians regarding the status of any work to be performed.  Letters of appointment for all Service Provider building custodians will be prepared and signed prior to the joint facility inspection.

x. Consolidation and Turn-In of Excess Facilities
Any required consolidation of workcenters and personnel will be accomplished during transition.  Excess facilities will be returned to the government as soon as identified.  

y. Assumption of Responsibility
After the joint inventory and final consolidation/turn-in of excess facilities, the Service Provider building custodians will accept, in writing, responsibility for all remaining government furnished facilities.    

SECTION FOUR - EQUIPMENT/ADPE

11. EQUIPMENT/ADPE TRANSFER
Inventories and transfer of government furnished property will be in accordance with the PRD and this Plan.  No equipment will be turned over prior to the Service Provider’s official acceptance (in writing) of said equipment. 

z. Initial Inventories
The incumbent equipment/Automated Data Processing Equipment (ADPE) custodians will conduct an inventory of all accounts which contain government furnished equipment/ADPE no later than 30 days prior to scheduled contract award.  All changes/updates to accountable records, and all investigations of missing items, will be accomplished prior to conducting the joint inventory.  

aa. Joint Inventories
The incumbent equipment/ADPE custodians will accomplish a joint inventory with the Service Provider equipment/ADPE custodian(s), commencing no later than 30 days after contract award.  Any discrepancies/ excesses identified during the joint inventory will be reported by the incumbent equipment/ADPE custodian before the Service Provider equipment/ADPE custodian assumes responsibility for the account.  The Service Provider equipment/ADPE custodian will sign all required documentation/listings, and assume responsibility for items, not later than the end of the transition period.

SECTION SIX - MATERIAL/TOOLS/RECORDS TRANSFER

12. MATERIAL/TOOLS/RECORDS TRANSFER
The government is responsible for providing all materials and tools listed in the PRD as government furnished property (GFP).  This includes all shop-stock items on hand at the time of transfer.  For those materials/tools/ records identified as government furnished, the incumbent work force will conduct an inventory no later than 30 days prior to scheduled contract award.   

ab. Initial Inventories
All changes/updates to the inventories will be accomplished prior to the joint inventory.

ac. Joint Inventories
The incumbent work force will accomplish a joint inventory of government furnished materials/tools/records with the Service Provider designated representative, commencing no later than 30 days after contract award.  Any discrepancies/excesses identified during the joint inventory will be reported for disposition by the incumbent work force before the Service Provider assumes responsibility, but not later than the end of the transition period. 

SECTION SEVEN - TRANSFER OF EXISTING CONTRACTS

Janitorial contract services will be provided as government furnished.  Since current plans call for the government to maintain control of all facilities, no changes to the current Janitorial Services contract are expected.  However, due to the possible turn-in of excess facilities by the Service Provider, a review of said contract may be required.  During the review period, acquisition personnel will obtain requisite pricing, and once the review period is complete, will execute contract modifications to add/remove these janitorial services.

Additionally, maintenance contracts for certain pieces of GFP will remain intact as identified by the solicitation.  If any pieces of GFP covered by those contracts are turned in for disposal or transfer, the contract must be reviewed to determine if modifications are necessary.  If so, the functional representatives must work with the Contracting Officer to effect said changes.
SECTION EIGHT - TERMINATION OF CONTRACT

Upon termination of any contract resulting from this study, the incumbent contractor will follow a course of action similar to that laid out in this plan, to transfer responsibilities/inventory to the subsequent contractor.  Upon such transfer, all items of GFP originally assigned must be available, with adjustments made for those items that were officially returned to the government for re-assignment/disposal.  An inventory of material equal to or greater than that originally turned over will also be available.

ATTACHMENT ONE - MASTER MILESTONE CHART

	CIVILIAN PERSONNEL
	* START
	* SCHEDULED COMPLETION

	
	
	

	Announce Tentative Decision
	7 Oct 02
	N/A

	Public review/appeal period
	8 Oct 02
	8 Nov 02

	Implement Hiring Freeze
	7 Oct 02
	N/A

	Submit RIF Clearance Pkg to MDW/DA
	15 Oct 02
	N/A

	Submit VERA Request to MDW/DA
	15 Oct 02
	N/A

	Appeals Board Renders Decision (If applicable)
	8 Nov 02
	N/A

	Notify Congress of Decision
	10 Dec 02
	N/A

	Announce Final Decision
	10 Dec 02
	N/A

	CPAC Freeze Competitive Area
	10 Dec 02
	N/A

	CPOC Runs MOC RIF
	23 Dec 02
	23 Jan 03

	Start-up date of Transition to Contractor or MEO
	9 Jan 03
	N/A

	Begin Early PPP Registration
	9 Jan 03
	N/A

	Announce VERA & VSIP Window
	10 Jan 03
	24 Jan 03

	VERA & VSIP Off the Roles
	N/A
	10 Feb 03

	Issue RIF Notices
	10 Mar 03
	N/A

	Effective date of RIF
	
	10 May 03

	Complete Implementation Contractor/MEO
	
	10 May 03

	
	
	

	EQUIPMENT/ADPE/ MATERIAL/TOOLS/RECORDS
	* START
	* SCHEDULED COMPLETION

	
	
	

	Pre Award Inventory
	-30
	0

	Run Listings
	30
	30

	Joint Inventory
	30
	60

	Turn-In/Transfer Property/Sign Listings
	60
	240


* - Stated in terms of days after contract award, except “Projected Contract Award Date”, which is in date format.
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