Vested® Module 18 Interactive Learning
Transition the Work
Ground Work
	[image: ]
	[image: ]

	[image: ]
	[image: ]

	
	




Getting Ready To Change
· Are the organizations ready for change?
· Map out how you will help the organizations ready for change. 
· Assign a change champion
· From your stakeholder map determine resistance to change
· Develop your message 
Complete the Change Prep Worksheet V1
Develop the Initial Transition Communication Plan
· Refer to your Stakeholder Analysis, Shared Vision Statement and Desired Outcomes
· Group your stakeholders for communications purposes
· Develop your communication framework
· How you will communicate
· What you will communicate, the key message
· Where and when you will communicate
· Include a feedback process
Complete the Initial Transition Communication Plan Worksheet V1
Thinking It Through
1. How important is it to consider the various stakeholders?
2. Do you have a process for doing this formally in your organizations today?
3. Is your communications framework defined? 


Building the Transition Team
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Team Roles & Responsibilities
· Review and modify the chart Roles and Responsibilities section of the worksheet
Complete the Transition Team Roles & Responsibilities Worksheet V1 
· Review your Roles & Responsibilities…
· Do you have the right people on the Transition Team?
· Do you have the right people on the team to manage and sustain the work going forward?
· “Assign” the responsibility to the appropriate team member
Thinking It Through
1. Is your training plan cross functional? 
2. Have you considered all stakeholder groups?
3. Have you developed a process to check that training is complete and effective? 







Establishing a Plan 
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Kick-off Agenda - Refining the Plan
· Develop your preliminary agenda for the Kickoff Meeting
· May include some or all of the following:
	Project Goals
	Overall Schedule

	Project Overview
	Risk Review 

	Governance and Review Process 
	Budget

	Team Roles and Responsibilities
	Current Status 

	Team Composition
	Action Items

	Implementation Detail Plans 
	Go-No Go Criteria 



Complete the Transition Kick-Off V1 worksheet
Getting Started Assigning Responsibility
· Assign Tasks
· For each task, determine if who needs to do this task
· Assign the responsible person (not group), the estimated time and due date, and note the appropriate accountable, contributor and informed persons
· Assess if team members my be overloaded 
· Too many tasks
· Schedule conflicts
Complete the Transition Resource Assignment Worksheet V1
You can use the Vested_Project_Plan_v7as a template for your plan
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This Template is provided as a reference tool as part of the Vested Online courseware. Please feel free to use it as you develop your Vested Agreement. 
The tools and templates are provided to assist you in learning about Vested Outsourcing. It is copyrighted material by the authors and is provided for individual use.  
For more information, please contact us at: 
	Kate Vitasek
	Karl Manrodt
	Mike Ledyard

	kvitasek@utk.edu
	karl@manrodt.com
	mledyard@utk.edu
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The Rule of 9s

* You can'tjustassume you are on the same page.

* Youneedto COMMUNICATE, COMMUNICATE,
COMMUNICATE!

Three Ways (Venues)

‘ Three Times (Eachl)

Understandyouraudience and your message
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+ To be successful, must retain at least
acore of the integrated solutions =
team on the project V

+ Thisgroup has

— The knowledge of why and how things
are structured

— The knowledge of the Desired Outcomes
and a sense of what has to happen next

+ Roles will change and adjustto post contract award
« Map out responsibilties as required
+ Contracting personnel have some responsibilities that cannot be.

delegated or assumed by others
+ Modifying contract, negotiating technical or pricing issues

CoreTeam

ested Sl TEOSSE
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Resource Plan

* Youwill need a formalresource plan
+ Include aformal blueprint of the work to ensure
thatkey workscope elements are transferred
and personnel are properly established
— The taxonomy and workload allocation is an excellent
source for crafting this blueprint
— Agree on a formal process for the service provider to
assume day-fo-day management, staffing, and
operational responsibilities
— Clearly spell out workscope transfers, staffransfers,
andthe roles of third parties involved in the transition
or sefting up interfaces
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+ The plan should include training procedures
~ Work-shadowing, knowledge capture, and knowledge
transfer
— Creating training material and process documentation
— Incorporate a validation process to ensure that the training
is delivered as intended and that personnel can provide
the operational requirements
— Service provider may want to create a performance work
statement once the work is transitioned
« Don't underestimate the need to conduct training
and education
— Itis important to educate not only customers but also any
new agreement administration personnel

Vested =vsmmemseme
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High-Level Target Plan

« The agreement itself should outline the agreed-to
transition plan
— Document the key milestones and check points
— Document the resources allocated to transition
— Document cost assumptions
— Document the timeline

« Make sure you start your transition by implementing
the organizational aspects first putting in place the
resources for each of key positions you outlined in
your relationship management structure

« Keep in mind this is a partnership, a new phase in
outsourcing
— Itis a team working together and learning from each other
— Start positive and stay positive

Vested S
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Document Your Transition Plan

+ Your detailed transition plan should include documenting
~ Assumptions
~ Targettransition schedule, including
ey actviis. miestores, and decion ponts
* Koy dependercies
* Peromance rterato be messured and achieveda exch stagef rokout
- Revewmestngs
© Goivecrtera
- Resources
- Budget
= Quaity control and delivery management procedures
~ Riskassessment
= Testing methodologyand citeria
~ Transition project management protocols,such s
- Govemance
 Progess revens
- focies resolaion
~ Whatcach party hasto provide or other specialrequirements (such as not
ransitioning during peak monins)

+ The detailed Transition Plan need not be included n the agreement

Vested RS TENESSE
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Assign Roles & Respon: S

+ Remember—not every team memberhas the
same degree of responsibility for project tasks

+ ARACIis a good tool to use is to assign a “role”
foreachtask
Qsponsubleqnose who do work to achieve the
ask. There can be mulfiple resources responsible.
Qcouniable —The resource ultimately answerable for
e correct and thorough completion of the task.
There must be only one A specified for each task.
nsulted - Those whose opinions are sought. Two-
Way communication
ormed — Those who are kept up-to-date on
progress. One-way communication.
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PostAward Implementation / Tran:

Some of the items on your list....
« Prepare the teams for change

+ Communicate implementation / transition strategy
and business rules to stakeholders

« Form the transition team
« Form the transition plan
+ Conduct required training/education

~ Educate customers and any new contract administration
personnel

+ Conduct implementation kickoff meetings
« Monitor and manage transition
« Celebrate Success!

Vested =usmme e
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Communicate the Transition Strategy

+ Address the reason why

— Share the vision l L
~ Explainwhat will be different ‘t{bj !

— Create aimage of the future
« Address Stakeholder issues
— Here'sthe current problem
— Here’s how we will address it
—~ What do you need them to do (differently)
— What's in it forthem?
« Back to the Basics
— Whatdo | need?
— Whydo I need it?
—~ Whendo I need it?
—~ Howwil | knowit's good when | get it?

Vested VRSV o TENNESEE B
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Components of a Communications Plan

+ Statement of strategic intent of the program
« Purpose of the plan

+ Points of contact

« Background of the program

+ Audiences and desired effects (internal)

« Audiences and desired effects (external)

+ Measures of effectiveness

+ Roles and responsibilities

« Proposed communication media and tools
« Senior leader quotes

« Proposed engagement strategy

Vested =usmme e
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