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Air Force Life Cycle Management Center (AFLCMC)
Standard Process
for
Transition Support Plan (TSP)


Process Owner:  AFLCMC/OZO
Effective Date: 16 June 2022
Version: 1.8




Record of Changes.  Minor changes are annotated by changes in the second digit, i.e., the first minor change after the basic document would be recorded as “1.1”.  Major changes are annotated by changing the first digit, i.e., the first major change after release of the basic document would be numbered as “2.0”. 

	Record of Changes for Transition Support Plan Process

	Version
	Effective Date
	Summary

	1.0
	8 April 2014
	Standard process initially met the S&P Board on 21 Nov 2013.  The process was revised to address S&P Board recommendations, reviewed again by the Board on 3 Apr 2014 and approved.

	1.1
	30 June 2014
	Updated TSP, Replaced AFPD 63-17 with AFI 63-101/20-101

	1.2
	28 February 2017
	Program Realignment was removed from AFI 63-101. All references to AFI 63-101 were removed from this process guide and approval levels beyond AFLCMC/CC were also removed.

	1.3
	18 October 2018
	Title change to Transition Support Plan (TSP) - previously Program Transition.  Updated TSP with 2-Ltr recommendations, clarified the purpose and benefits provided by completing a TSP, administrative changes. Reviewed and Approved by the S&P Board on 18 OCT 2018.

	1.4
	17 October 2019
	Completed TSP management and filing added to roles of AFLCMC/XP as was previously executed but not documented. Table of contents and change management plan created to meet guidance. AFLCMC/CC/CV approval removed for TSP’s internal to AFLCMC. Center senior functional coordination delegated to the organizational senior functional level.

	1.5
	29 June 2020
	Standard Process updated to reflect Receiving/Delivering Organizations may be Directorates as well as Program Executive Officers (PEOs). Likewise, signature level for “Program Executive Officer” is replaced with “PEO/Director”.

	1.6
	15 October 2020
	Updated TSP with administrative changes and new AFI-63-101 guidance. All changes were approved for TSP’s annual review at the 15 Oct 20 SP&P Group monthly meeting. 

	1.7
	17 June 2021
	Updated with substantive and administrative changes to include “Mission Execution Directorates (MEDs)” throughout. Updated with revised “Table 2” formatting. Updated 8.3 to include XP versus OZI.

	1.8
	7 June 2022
	Updated with verbiage that distinguishes Transition Support Plan Process from Internal Directorate Realignment Process. Approved at 16 Jun 22 SP&P Group.
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Transition Support Plan Process
1. Description.  
1.1 The Transition Support Plan (TSP) documents the process that transfers workload from inside one organization’s area of responsibility (i.e. PEO, MED) to an outside organization’s responsibility. This process can be used for Major Commands (MAJCOMs) also.  Workload that is transferred within the same organization should refer to AFLCMC’s Governance SharePoint site for the Internal Directorate Realignment Standard Process. The TSP is a collaborative process executed by the Delivering Organization and coordinated with the Receiving Organization.  While there may be other categories or reasons for program transitions, this standard process captures the majority of program transitions. A TSP is required when transferring program management responsibilities (at the Program Management (PM) level) from one organization to another. A TSP should be written to include as much detail as necessary for the two organizations to make the transition.  Necessary information includes manpower, funding, transition date, and any unique considerations.  Program transition is one of the standard processes linked to AFLCMC’s Strategic Resource Management.  For programs transitioning into AFLCMC, once the TSP is approved, the resource data will be entered by the Receiving Organization into the Workload Master List. These entries inform AFLCMC/XP and AFLCMC/DP of changes that will affect future Program Objective Memorandum (POM) efforts and Unit Manpower Document (UMD) changes. 
1.1.1 The TSP should include all transfer roles and responsibilities, including manpower considerations and funding requirements for the Receiving location and/or organization.  All discrepancies should be resolved prior to submitting the TSP for approval.  If an agreement cannot be reached between the Delivering and Receiving Organizations the proposed program transition will be arbitrated by the AFLCMC/XP Director or AFLCMC Leadership as needed. 

1.1.2 The Delivering/Receiving Organizations execute program transition based on the approved TSP and update the program documentation as necessary to reflect the actions, timelines, and responsibilities specified in the TSP.  The TSP will be maintained until the program transition is completed, or a determination is made to terminate the proposed program transition.
1.1.3 A TSP template is provided in Attachment 1.  This template may be altered to address specific or unique aspects to ensure a smooth transition.  Individuals completing the TSP should contact their functional representatives for assistance on content descriptions.  If a TSP section is not needed, annotate that section with N/A versus removing the section entirely
1.1.4 Upon approval by AFLCMC/CC or AFLCMC/CV for transitions involving external organizations or approval by both PEO or MED for Internal Transitions, the TSP should serve as direction to implement detailed actions (e.g., Manpower Change Requests, Requests for Personnel Action, funds reprogramming, etc.).
2. Purpose.  The overall objective of the process is to consistently and effectively ensure a seamless and transparent (to the user) transition of system or program functions from the Delivering Organization to the Receiving Organization.  In the case where Secretary of the Air Force for Acquisition (SAF/AQ) PEO Assignment is required, the Program Transition process begins after the PEO/MED Candidate Memo has been accepted by the PEO/MED.  In the case where a program is transferred between two PEOs or directorates, unless a program is an Acquisition Category (ACAT) program or the transition impacts an ACAT program, a PEO/MED to PEO/MED transfer memorandum is not required to be approved by SAF/AQ. 
3. Potential Entry/Exit Criteria and Inputs/Outputs.  
3.1 Entry Criteria. 
3.1.1 Leadership (O-5 or civilian equivalent PM) identifies appropriateness of transitioning a program from one organization to another.  A program transition is agreed upon by Delivering and Receiving Organizations. Contact AFLCMC/OZO with questions.
3.2 Exit Criteria.
3.2.1 TSP is approved.
3.2.2 Both Delivering and Receiving Organizations concur via PEO/MED approval document.
3.2.3 Program transfer terminated or accomplished by Memorandum of Agreement (MOA) or Memorandum of Understanding (MOU).
3.3 Inputs: Program details discussed and agreed upon by Delivering and Receiving Organizations to support the potential transition of workload.
3.4 Outputs: TSP tracking documentation, approved TSP, PMRT updates and UMD corrections (as applicable).
4. Process Workflow and Activities.
4.1 Suppliers, Inputs, Process, Outputs, Customers (SIPOC), Table 1.
Table 1. SIPOC
	Suppliers
	Inputs
	Process
	Outputs
	Customers

	Delivering  & Receiving Organizations
	Provides draft TSP detailing potential transition of workload
	Delivering Organization is lead for development of Transition Support Plan and works closely with Receiving Organization.
	Proposed TSP
	Delivering & Receiving Organizations

	Suppliers
	Inputs
	Process
	Outputs
	Customers

	Required Coordinators 
	Proposed TSP
	Review/coordinate to ensure all aspects of the transition are addressed/resolved.
	Final TSP
	Approval Authority based on type of transition

	Approval Authority
	Coordinated TSP
	TSP reviewed and coordinated
	Approved TSP
	Delivering & Receiving Organizations



4.2 Process Flowchart.  The TSP process flowchart, Figure 1, is the basic process approved by AFLCMC/CC.  The process activities are further defined in Table 2 and Attachment 2.
Figure 1. AFLCMC TSP Process Flowchart
Delivering Org
Organization
Receiving Org
Organization
AFLCMC/XP-OZ
AFLCMC/CV/CC
Program Transition Process
Start
End
1.1 Determine program meets transition criteria
1.3 Develop TSP
1.5 Review, approve, and sign TSP; Comment Adjudication.
1.10 Execute Program Transition 
1.2 Provide input to TSP
1.6 Review, approve and sign TSP; Comment Adjudication
1.10 Execute program Transition
1.4 Receive TSP and; review. Confer with AFLCMC/DP if necessary. Send comments back to Delivering Organization.
1.7 Staff TSP
1.9 Staff TSP to others if applicable
1.8 Review and approve TSP (if necessary)


1.10.1 TSP is maintained until all program alignment/realignment actions are completed or the TSP is terminated.


Table 2. WBS (Work Breakdown Structure)
	Lv
	WBS
	Activity
	Description
	OPR
	Time
(Business Days)

	1
	1
	Program Transition
	Program transition includes (but is not limited to) the process by which AF systems and acquisition programs are formally transitioned between geographically separate locations, PEO/MED portfolios and/or other Major Command (MAJCOM)/Headquarters Air Force (HAF) agencies.
	AFLCMC/XP-OZ
	

	
	Pre
	Initiate planning for program transition
	Initiate planning for program transition at any time in the acquisition process.
	Delivering Organization
	Ongoing

	
	Pre
	Initial target transition date
	Establish and document the initial target transition date in the acquisition strategy no later than Milestone C or as determined by the Milestone Decision Authority (MDA).  
	Delivering Organization
	Ongoing

	
	Start
	Entry Criteria:
	Leadership identifies a need to transition program management responsibility.
	
	

	2
	1.1
	Determine program needs criteria for program transition
	Review the program status and determine that the program meets criteria (outlined in level 1 WBS 1) for program transition.
	Delivering Organization
	

	2
	1.2
	Provide input to TSP
	Review the program status and determine that the program meets criteria for program transition. Provide input to the Delivering Organization to develop the TSP. Coordinate as necessary to complete the TSP.
	Receiving Organization
	

	2
	1.3
	Develop TSP
	Develop the TSP in collaboration with the Receiving Organization. Utilize approved TSP template.
	Delivering Organization
	180

	2
	1.4
	Receive TSP and review
	Review and approve the TSP. Ensure template is followed. If not, coordinate with AFLCMC/DP and FM. Forward to Delivering Organization for review and approval.
	AFLCMC/OZO
	14

	2
	1.5
	Review and approve TSP
	Review and approve the TSP. Coordinate to necessary OSFs. Forward to AFLCMC/OZO for processing after final signatures for Delivering & Receiving Organization.
	Delivering Organization
	10

	2
	1.6
	Review and approve TSP
	Review and approve the TSP. Coordinate to necessary OSFs. Forward to AFLCMC/OZO for processing after final signatures for Delivering & Receiving Organization. 
	Receiving Organization
	10

	2
	1.7
	Staff TSP
	After all comments have been adjudicated, staff TSP within Center for either AFLCMC/CV or AFLCMC/CC approval if necessary. Send copy to AFSC, if applicable.
	AFLCMC/OZO
	7

	2
	1.8
	Review and approve TSP (AFLCMC Level)
	Review and approve TSP. Sign TSP. Provide TSP back to OZO. This step is only necessary when involving an external organization.
	AFLCMC/CV/CC
	7

	2
	1.9
	Staff TSP to others
	Provide a courtesy copy of the TSP to outside organizations as appropriate.  
	AFLCMC/OZO
	7




	Lv
	WBS
	Activity
	Description
	OPR
	Time
(Business Days)

	2
	1.10
	Execute program transition
	Execute program transition based on approved TSP. Collaboration between the Delivering and Receiving Organization. 
	Delivering Organization
	Up to 3 years

	3
	1.10.1
	Update the program documentation
	Update the program documentation as necessary to reflect the actions, timelines, and responsibilities specified in the TSP. Continue to manage and report on system/program activities until such time as they formally transfer system/program management responsibilities to the Receiving program office. The UMD would be included In this documentation.
	Delivering Organization
	Transfer complete/ terminated

	3
	1.10.2
	Coordinate changes to transition date/TSP
	The Delivering Organization shall coordinate changes impacting the program transition date/TSP with the MDA and notify AFLCMC/OZO of approved changes.  If a "show- stopper" occurs prior to the planned transfer date, the Delivering Organization will take the lead to resolve it with XP-OZ acting as mediator, if necessary. 
	Delivering Organization
	Transfer complete/ terminated

	3
	1.10.3
	Maintain TSP
	The TSP will be maintained until the program transition is completed, or a determination is made to terminate the proposed transition.
	Delivering Organization
	Transfer complete/ terminated



5. Tracking and Reporting.
5.1 AFLCMC/OZO will keep a status of all active TSPs through completion.
5.2 Status updates will be provided to leadership as needed or as requested.
6. Roles and Responsibilities.
6.1 AFLCMC/XP-OZ (Process Owner)
6.1.1 Utilize Change Management Plan methods (see Attachment 3) to develop and coordinate any changes to this standard process. 
6.1.2 Provide information as needed to AFLCMC workforce on completing a TSP.
6.1.3 Staff TSP package through AFLCMC leadership if necessary.
6.1.4 Maintain TSP status.
6.2 Delivering Organization 
6.2.1 Develops TSP for programs that are transitioning:
6.2.1.1 Initiates planning for program transition, where the targeting completion of the TSP is no later than three years prior to the target transition date of PM responsibility.
6.2.1.2 Establishes and documents the initial target transition date of PM responsibility in the TSP and update with each Major Milestone.  

6.2.2 TSP development is done in collaboration with Receiving Organization using approved TSP template.
6.2.3 Obtains Delivering and Receiving Organization PEO/MED signatures. Provide any comments back to AFLCMC/XP-OZ.
6.2.4 Provides TSP status to AFLCMC/OZO as requested and coordinate changes impacting the program transition date/TSP with the Milestone Decision Authority (MDA) and notify AFLCMC/OZO of approved changes.
6.2.5 Executes program transition based on approved TSP.
6.2.6 Update program documentation as necessary to reflect the actions, timelines, and responsibilities specified in the TSP.
6.3 Receiving Organization
6.3.1 Provides inputs to Delivering Organization during TSP development/coordination.
6.3.2 Determines if a program meets the criteria for transition.
6.3.3 Signs the TSP.
6.3.4 Executes program transition based on approved TSP.
6.3.5 Updates program documentation as necessary to reflect the actions, timelines and responsibilities specified in the TSP.
6.4 AFLCMC/CV or AFLCMC/CC 
6.4.1 Review, approve, and sign TSP. This is only required if the TSP is contentious or is involving an outside organization.
7. Training.  AFLCMC/OZO will provide guidance to organizations as programs are identified for transition.
8. Definitions, Guiding Principles or Ground Rules & Assumptions. 
8.1 Delivering Organization:  The organization from which the workload is transferred.  Organizations include, but are not limited to a Program Management Office, PEO, MED, and/or outside organizations (Center, MAJCOM, and HAF).  
8.2 Receiving Organization:  The organization to which the program is transitioned. Organizations include, but are not limited to a Program Management Office, PEO, and/or MED.
8.3 PM is defined as the Program Manager of Record, formerly referred to as the System Program Manager (SPM).  
8.4 Senior functionals may include AQ, DP, EN, FM, IN, IP, LG, PK, SE, TE and XP.
8.5 Management authorities and responsibilities execute through the applicable PEO or Directorate regardless of program location. 
9. Acronyms

ACAT- Acquisition Category
AFLCMC- Air Force Life Cycle Management Center
CMP - Change Management Plan
HAF- Headquarters Air Force
MAJCOM - Major Command
MED - Mission Execution Directorate
MDA- Milestone Decision Authority
MOA - Memorandum of Agreement
MOU - Memorandum of Understanding
PEO - Program Executive Office
POM - Program Objective Memorandum
PM - Program Manager
SAF/AQ - Secretary of the Air Force for Acquisition
SIPOC- Suppliers, Inputs, Process, Outputs, Customers
SPM - System Program Manager
TSP - Transition Support Plan
UMD - Unit Manpower Document
WBS- Work Breakdown Structure

6 List of Attachments
	Attachment 1: TSP Template
	Attachment 2: TSP WBS
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	Attachment 3: CMP Template
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______ Transition Support Plan		(Date)																								









(Weapon System/Program Name)
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TRANSITION SUPPORT PLAN

(TSP)



(Date)


COORDINATION









__________________________________		__________________________________

(Delivering Program Official)				(Receiving Program Official)

(Delivering Program Office Symbol)			(Receiving Program Office Symbol)





APPROVAL









______________________________	__________	_________________________	_________

(Delivering Organization		Date		(Receiving Organization	Date

Signature Block)						Signature Block)









_________________________		_________	_________________________	_________

(Delivering Center / MAJCOM 		Date		(Receiving Center		Date

Signature Block)						Signature Block)			









_________________________		__________	________________________	_________

(Delivering MAJCOM			Date	             (Receiving MAJCOM		Date

Signature Block						Signature Block)












EXECUTIVE SUMMARY

Transition support planning supports the transition of Program Manager (PM) authority and responsibilities of the weapon system or business systems.  The TSP Executive Summary should include top-level information on the “who, what, when, and why.” Please include the program name, the delivering and receiving organizations, as well as the time and meaning for the transition.

Program Transition Dates:     Begin _______________         Complete _______________

POCs: __________________________________	___________________________________



Resource Transition Summary Table:



Approval of this document constitutes the baseline for the (program/system name) program transition from ____(Delivering organization/office symbol)____, located at __(Base)________________, to ____(Receiving organization/office symbol)____,  located at __(Base)________________.  AFPEO/MED ________________________ retains executive oversight and authority for this program. 
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		MANPOWER SUMMARY



		

From Delivering Organization
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To
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INSTRUCTIONS:  (Include all sections in your TSP preparation.  If a section or sub-section does not apply to the transition, include the section/sub-section name and mark as “N/A”.)

Executive Summary	#

Coordination	#

Approval	#

Table of Contents	#

SECTION 1 – PROGRAM DESCRIPTION	#

1.1 System Name: __________	#

1.1.1 Purpose/Scope	#

1.1.2 Mission and Users	#

1.1.3 Program Background	#

1.1.4 Program Contract Information	#

1.1.5 Delivering Organization	#

1.1.6 Receiving Organization	#

1.1.7 Estimated Final Realignment Date	#

1.1.8 Realignment Team Members	#

SECTION 2 – STATUS OF PROGRAM ELEMENTS	#

2.1	Program Management	#

2.1.1	Engineering	#

2.1.1.1	Operational Safety, Suitability, and Effectiveness (OSS&E)	#

2.1.1.2	Technical Realignment Review (Baseline Validation)	#

2.1.1.3 Other EN considerations	#

2.1.2	Financial Management	#

2.1.3	Contracting	#

2.1.4	Test & Evaluation Management	#

2.1.5	Intelligence	#

2.1.6	Government Furnished Equipment (GFE) Management	#

2.1.7	Existing/Anticipated Service Contracts Greater than $100M	#

2.1.8    Product Support Elements	#

2.1.8.1	Life Cycle Sustainment Management	#

2.1.8.1.1 Product Support Management                                                                                          #

2.1.8.1.2 Supply Support                                                                                                                #

2.1.8.1.3 Packaging, Handling, Storage and Transportation (PHS&T)                                         # 

2.1.8.1.4 Maintenance Planning and Management                                                                        #

2.1.8.2 Technical Management                                                                                                      # 

2.1.8.2.1 Design Interface                                                                                                              #

2.1.8.2.2 Sustaining Engineering                                                                                                   #

2.1.8.2.3 Technical Data                                                                                                                #

2.1.8.2.4 IT Systems Continuous Support                                                                                     #

2.1.8.3 Infrastructure Management                                                                                                #

2.1.8.3.1 Facilities and Infrastructure                                                                                            #

2.1.8.3.2 Manpower and Personnel                                                                                               # 

2.1.8.3.3 Support Equipment                                                                                                         #

2.1.8.3.4 Training and Training Support                                                                                       #

	

2.2	Other Considerations	#

2.2.1	Remaining Production	#

2.2.2	Training & Training Support	#

2.2.3    Facilities & Infrastructure	#

2.2.4    Computer Resources	#

2.2.5	Foreign Military Sales (approved LOA data, schedule, quantities, resources, etc.)	#

2.2.6	Information Assurance	#

SECTION 3 – PROGRAM MANAGEMENT RESPONSIBILITIES	#

3.1	Delivering Organization Responsibilities                                                                       #

· The losing organization shall provide all program documents and technical and logistics product data received to date

3.2	Receiving Organization Responsibilities                                                                        # 

· The receiving organization shall establish and integrated product team to work transition activities with losing organization

3.3	Program Funding/Programming	#

3.4	Residual Tasks	#

SECTION 4 – MILESTONES, REALIGNMENT TASKS & TIME LINE	#

SECTION 5 – APPLICABLE DOCUMENTS	#

(Please list documents to be provided to Receiving Organization)

SECTION 6 – ACRONYMS	#

SECTION 7 – OTHER ATTACHMENTS	#



7



image1.jpeg








image3.emf
TSP%20WBS.xlsx


TSP%20WBS.xlsx
WBS (Excerpt)

		Lvl		WBS		Activity		Description		OPR		Time (Days)

		1		1		Program Transition		Program transition includes (but is not limited to) the process by which AF systems and acquisition programs are formally transitioned between geographically separate locations,  Program Executive Officer (PEO) portfolios/Directorates and/or other MAJCOMs/HAF agencies.  		AFLCMC/XP-OZ

				Pre		Initiate planning for program transition		Initiate planning for program transition at any time in the acquisition process		Delivering Organization		On-going

				Pre		Initial target transition date		Establish and document the initial target transition date in the acquisition strategy no later than Milestone C or as determined by the Milestone Decision Authority (MDA).  		Delivering Organization		On-going

				Start		Entry Criteria:		Leadership identifies a need to transition program management responsibility.

		2		1.1		Determine program meets criteria for program transition		Review the program status and determine that the program meets criteria (outlined in level 1 WBS 1) for program transition		Delivering Organization		0

		2		1.2		Provide input to TSP		Review the program status and determine that the program meets criteria for program transition. Provide input to the delivering organization to develop the TSP. Coordinate as necessary to complete the TSP.		Receiving Organization		0

		2		1.3		Develop TSP		Develop the Transition Support Plan (TSP) in collaboration with the receiving organization. Utilize approved TSP template.		Delivering Organization		180

		2		1.4		Recceive TSP and review		Review and approve the Transition Support Plan (TSP). Coordinate as necessary. Forwards to receiving organization for review and approval		AFLCMC/OZO		14

		2		1.5		Review and approve TSP 		Review and approve the Transition Support Plan (TSP). Coordinate as necessary. Forward to AFLCMC/OZO for processing after final signaures for Delivering & Receiving Organization		Delivering Organization		10

		2		1.6		Review and approve TSP 		Review and approve the TSP. Coordinate to necessary OSFs. Forward to AFLCMC/OZO for processing after final signatures for Delivering & Receiving Organization. 		Receiving Organization		10

		2		1.7		Staff TSP		After all comments have been ajudicated, staff TSP within Center for either AFLCMC/CV or AFLCMC/CC approval. Send copy to AFSC, if applicable.		AFLCMC/OZO		7

		2		1.8		Review and approve TSP (AFLCMC Level)		Reviews and approve Transition Support Plan (TSP). Signs TSP. Provide TSP back to OZO.  This step is only necessary when involving an external organization.		AFLCMC/CV/CC		7

		2		1.9		Staff TSP to others		Provide a courtesy copy of the TSP to outside organizations as appropriate.		AFLCMC/OZO		7

		2		1.10		Execute program transition		Execute program transition based on approved TSP. Collaboration between the Delivering and Receiving Organization. 		Delivering Organization		Up to three years

		3		1.10.1		Update the program documentation 		Update the program documentation as necessary to reflect the actions, timelines, and responsibilities specified in the TSP. Continue to manage and report on system/program activities until such time as they formally transfer system/program management responsibilities to the receiving program office.		Delivering Organization		Transfer complete/ terminated

		3		1.10.2		Coordinate changes to the transition date/TSP		The Delivering Organzation shall coordinate changes impacting the program transition date/TSP with the MDA and notify AFLCMC/OZO of approved changes.  If a "show-stopper" occurs prior to the planned transfer date, the Delivering Organization will take the lead to resolve it with XP-OZ acting as mediator, if necessary.		Delivering Organization		Transfer complete/ terminated

		3		1.10.3		Maintain TSP 		The TSP will be maintained until the program transition is completed, or a determination is made to terminate the proposed transition.		Delivering Organization		Transfer complete/ terminated






image4.emf
TSP Change  Management Plan.doc


TSP Change Management Plan.doc


Transition Support Plan (TSP)

Change Management Plan 

1) Overview

a) Define the change:  This standard process is aimed at providing both efficiency and transparency to program workload transitions into AFLCMC PEO’s and staff functionals with program management responsibility. A TSP allows a smooth transition and for manpower, engineering, logistics, funding, and other support for a program to move center, geographic location, or PEO/MED in a timely manner.

b) Desired Effect: This change management plan will allow the TSP process to change and adapt with the goal of doing at least one of the following: improving execution timeline, providing more ease of transfer, allowing better insight and visibility into transition. 

c) Measures for success:  Will be measured by TSP completion rate for those that have passed AFLCMC/CC/CV signature and total time taken in administrative steps (1.4-1.8).  

d) Barriers to implementation:  Risks to the standard process include policy changes that affect or restrict how TSPs are coordinated and workload transitioned.

2) Change Management Approach

a) Stakeholder(s) Identification:  Stakeholders are identified in the Communication Plan (see attachment).

b) Communication plan:  Proposed communication plan is at Attachment 1.  

c) Training plan:  Equip PEO/MEDs with the knowledge and capabilities to smoothly draft and execute a successful program transition.

d) Resistance management plan:  Define method to overcome or mitigate risks to implementation or natural cultural resistance to change.

3) Plan for Post-Change Assessment

a) Assessment of the desired change effect:  The change will be assessed as programs are able to be successfully transtioned. Secondary methods involve querying TSP users and generators on ease and usage of the standard process. 


b) Control mechanisms and corrective actions:   Any action to aid in the betterment of the process will be vetted and adjudicated. If necessary this can be driven from top down change or working level implementation. Continuous improvement should be an intergral part going forward.

Attachments: 

Attachment 1. (Specific Communications Plan)  
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Stkholder Group Defined


			STAKEHOLDER GROUP			DEFINITION			MAIN CONTACT NAME			Email			Stakeholder Issues / Concerns			Other Notes


			HQ AFMC & Center Executive Leaders			HQ AFMC leaders (2-letter Directors), AFMC Center Senior leaders (CC, CA, CV)			Contact AFLCMC/XP-OZ for assistance			aflcmc.xp1@us.af.mil			Compliance


			AFLCMC Directorate / 2-Ltr leadership 			AFLCMC Program Exectuive Officers.  This group includes Functional Leaders and 2-Letter Directorates (PEO/MED/Deputies).			Contact AFLCMC/XP-OZ for assistance			aflcmc.xp1@us.af.mil			Compliance


			AFLCMC Process users: 			This group primarily consists of working level DP, FM, and XP personnel who would be responsible for implementing the standard processes and/or process guides.  			Contact AFLCMC/XP-OZ for assistance			aflcmc.xp1@us.af.mil			Compliance


			AFLCMC workforce			AFLCMC All personnel			Contact AFLCMC/XP-OZ for assistance			aflcmc.xp1@us.af.mil			Compliance


			AFLCMC Process Owner			Process Owner responsible for updating process and applying necessary changes			Contact AFLCMC/XP-OZ for assistance			aflcmc.xp1@us.af.mil			Maintain process











Communication Vehicle Guide


						Current 
Communication Media			Frequency			Tone and Level of Detail			Content/Purpose			Target audience


GERRITSEN, TRAVIS B CIV USAF AFMC AFLCMC/XPT: Identify the segment of the population targeted by the communication (specific organization, specific groups of people/stakeholders, individuals, etc.)
			Advantages			Disadvantages			Comments						Zuständigkeiten


						One-way-media: Print


						Electronic Message System			As needed			Detailed information to 			Overall update on progress			Targeted audience - depends on message.			High frequency			Difficulty to get the right tone.  Unclear if message absorbed by intended audience.									Konzernbereich Unternehmenskommunikation


						Memorandums			As needed			Formal			Announcements, comments			Open			Message seen as "official". 			Impersonal, not widely read.


						One-way-media: Electronic


						Newsletters			2-12 times per year			News / explanation of major events			Announcement			Targeted workforce - depends on newsletter			Available for all employees; read at all levels			Unclear if message absorbed by intended audience.									Abt. Für Öffentlichkeitsarbeit


						Director/Commander Email message			As needed			Formal			Announcement of intent, status, expectations, etc.			Entire workforce			Message is sent unobstructed to all affected.			Unclear if message absorbed by intended audience.


						JIT Training			As needed			Explanatory			Create awareness, educate			Targeted segment(s) of workforce; Managers/others as necessary			Provide uniform instruction and direction. Can use pictures, video and text to convey message. 			Difficulty to get the right tone.  Unclear if message absorbed by intended audience.


						One-way-media: Person-to-person


						Speeches, presentations/briefings			As needed			Informal to formal			Can address large segments of workforce.  Can invite targeted segments of audience or specific stakeholder groups.			Targeted segment(s) of workforce; Managers/others as necessary			Speaker able to set correct tone with audience.  Follow-up Q & A session possible.			Unclear if message absorbed by intended audience.			Customizable. Tailor presentation to the specific audience.  Can implement via video teleconference and record for future viewing.						Individuell


						Two-way-media: Print


						Staff Packages			As needed			Formal			Gain approval/coordination of specific tasks/actions			Senior Staff/Leaders			Follows protocol for decisions and coordination			Can take excessive time for all leadership involved to fully coordinate. Can lose meaning as message gets further away from content owner.			SSS and e-SSS are standard means of gaining coordination of and approval of high level documents/communications


						Two-way-media: Electronic


						Video Teleconferencing (VTC)/DCO			As needed			Informal to formal			Open			Stakeholders and organizations located at multiple locations. 			Visually supported communication. May reach larger audiences at multiple locations.			Technical difficulties / network bandwidth constraints. Familiarity of system(s) by personnel.			Requires well structured agenda and moderation to be efficient. Important to practice prior to actual event.


						Teleconference			Ongoing			Formal			Fast exchange of info.  
Team meetings. Action Item reviews. Other information sharing opportunities to broad spectrum of employees			Open			Available for all stakeholders; ability for all to participate. Can convey message quickly.  			Difficult to engage all participants. Many participants distracted by other work at desk/computer. Audience size / makeup may discourage participation. 


						SharePoint			Daily			Formal			Share wide variety of message content (documents, FAQ, training information, etc.) with multiple stakeholders. 			AF internal employees (can be customized to specific segments of AF population). 			Accessible medium, customizable to audience. Visually supported communication. 			Technical difficulties / network bandwidth constraints. Familiarity of system(s) by personnel.  Unclear if message absorbed by intended audience.			Widely used medium.  Important to manage data and maintain currency of information. 


						Two-way-media: Person-to-person


						Seminars, Trainings			As needed			Serious to funny			Can address affected segments of workforce.  Can invite targeted segments of audience or specific stakeholder groups.			Targeted segment(s) of workforce; Managers/others as necessary			Speaker able to set correct tone with audience.  Follow-up Q & A session possible.			Can be costly. Requires significant pre-planning and facility coordination.			Some training is poorly received; value and benefit in eyes of receiver (perception based); planning and execution together with tranining team.						Zentraler Servicebereich Personal


						Focus Groups/IPTs/RIE			As needed			Formal			Smaller groups of people / stakeholders. 			Specific stakeholders for intended message (i.e., subject matter experts)			Allows for detailed discussion			May require multiple sessions to address all stakeholder groups.			Topics to be determined by teams; not necessarily included in communications planning.


						Division/Branch Staff Meeting			As needed			Informal to formal			Supervisor shares information for all team members 			All Division/Branch employees			Employees receive message directly from 1st line supervisor. Message is more personal than other group settings.  			Reliant on enthusiasm, or lack thereof, of 1st line supervisor.  Can lose meaning as message gets further away from content owner. Unclear if message absorbed by intended audience.			Announce news of special interest to organization; discuss and answer questions of employees.  Good way to ensure the message gets to lowest levels. 


						1st Level Supervisor Discussion with individual employees			As needed			Formal			Supervisor shares information with each team member individually. 			Individual employees / affected stakeholders			Employees receive message directly from 1st line supervisor. Most personal method to receive message. Supervisor can solicit feedback from employee without exposing employee's concerns to others.			Reliant on enthusiasm, or lack thereof, of 1st line supervisor.  Can lose meaning as message gets further away from content owner. 			Announce news of special interest to organization; discuss and answer questions of employees.  Good way to ensure the message gets to lowest levels. 



































































































































