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PURPOSE:  

To provide guidance to PMO contractors on the requirements and formats for Implementation Plan and Contractor Transition deliverables and services.

Section A: Background 

Deliverables for the PMO contract scope are detailed in both the task order itself as well as the various, individual PMO Operating Guidances. The PMO Contractor shall develop an integrated schedule for all deliverables and services and reporting its progress against that integrated schedule as part of task order level implementation plan (Subtask 10A). When the PMO contractor has been awarded multiple task orders or a task order that requires programmatic services or products, FTA may require the PMO contractor a contract level implementation plan (Subtask 10B).  Ordinarily, individual work orders will not require implementation plans, however, for complex deliverables or services where technical approach, key contractor staffing, schedule, etc. issues or concerns exist, FTA may require the PMO contractor to develop a simplified, or work order specific implementation plan (Subtask 10C).

These Contract, Task Order, or work order level Implementation Plans play a key part in demonstrating to FTA that the PMO contractor has achieved and maintains a readiness to perform services and produce deliverables and outcomes in a satisfactory manner that meet FTA’s requirements. 

Subject to individual Work Orders, FTA may require PMO contractors to replace other outgoing PMO contractors. This may arise because the current, now outgoing PMO contractor has developed a conflict, or FTA has determined that it is in FTA’s interests to assign a new PMO contractor to monitor the grantee project (Subtask 10D). The outgoing PMO contractor and the incoming PMO contractor shall effectuate a smooth transition. FTA may also require the PMO contractor to transition onto the grantee as part of an independent review without a reassignment of the resident PMO contractor (Subtask 10E).  

Upon notice from the FTA COTR that a task order has been awarded or word order issued by the TOM, the designated FTA task order manager (TOM) will notify the Grantee(s) in a timely fashion. In doing so, the TOM should address the grantee’s concerns, establish a transition dialogue between the incoming and outgoing PMO contractors and lastly through the exercise of the TOM’s technical direction authority, lay the groundwork and priorities for both the outgoing and incoming PMO contractors. 

The TOM’s objective in the last element is to: 

(1) Minimize the burden and disruption to the grantee(s); 

(2) Facilitate the two PMO contractors, the grantees and the FTA to work as a team; 

(3) Listen to one another; and

(4) Use e-mail as a standard for communication 

FTA’s Office of Program Management will seek to achieve a transition period of least 2 months in length. FTA’s Regional Office will work with the grantee(s) and PMO contractor(s) to arrange a transition schedule that best fits future, scheduled meetings with Grantee(s), including Quarterly Progress Review meetings or Triennial Review meetings. 

FTA in its sole discretion may require the outgoing PMO contractor to submit or revise its task order level implementation plan in order to minimize the overlap between the two contractors as well as to achieve the necessary coordination with and orientation of the new contractor. 

The TOM in coordination with the COTR and support from the outgoing and incoming PMO contractors will identify transition elements and develop a coordinated transition schedule in order to assure the achievement of transition milestones. Transition elements includes:

(1) The TOM arranging for the incoming PMO contractor to be oriented to “Who’s Who” in the FTA Regional and the grantee organizations.

(2) The COTR arranging for the incoming PMO contractor to be oriented to “Who’s Who” in the FTA Headquarters office as well as communicating FTA’s expectations at the Headquarters level. 

(3) The TOM arranging in coordination with the outgoing PMO contractor for the incoming PMO contractor to be oriented on the grantee(s) project(s) in the way of project characteristics, major project issues from the outgoing PMO contractor’s and grantee’s perspectives, exchange of baseline project information/ documentation between the PMO contractors and grantee(s) and communicating FTA’s expectations at the Regional office level. 

(4) The TOM arranging for the incoming PMO contractor to be introduced to the grantee at the appropriate meetings as well as project tours (discussed further below). 

(5) This will also include giving technical direction to both the outgoing and incoming PMO contractors on prioritizing grantee personnel interviews and meetings as well as FTA’s expectations in this area.

(6) The TOM working with the COTR will arrange for the incoming PMO contractor to be oriented on administrative matters such as invoicing and performance evaluations. 

Section B: Services and Costs

CLIN 0001: Implementation Plans and Contractor Transitions

The following PMOOG No. 10 Subtasks may be ordered under this CLIN: 

Subtask 10A: Task Order Level Implementation Plans

Subtask 10B: Contract Level Implementation Plans

Subtask 10D: Contractor Transitions for CLIN 0003 (Monitoring) Assignment

CLIN 0002 - Technical Review of Grantee's Technical Capacity and Capability

The following PMOOG No. 10 Subtasks may be ordered under this CLIN: 

Subtask 10C: Individual Work Order Level Implementation Plans 

Subtask 10E: Contractor Transitions for other than CLIN 0003 Assignment

CLIN 0005 – Spot Reports  

The following PMOOG No. 10 Subtasks may be ordered under this CLIN: 

Subtask 10C: Individual Work Order Level Implementation Plans 

Subtask 10E: Contractor Transitions for other than CLIN 0003 Assignment

CLIN 0006 – Ancillary Support  

The following PMOOG No. 10 Subtasks may be ordered under this CLIN: 

Subtask 10C: Individual Work Order Level Implementation Plans 

Subtask 10E: Contractor Transitions for other than CLIN 0003 Assignment

CLIN 0007 – Quality Management System  

The following PMOOG No. 10 Subtasks may be ordered under this CLIN: 

Subtask 10C: Individual Work Order Level Implementation Plans 

CLIN 0008 – Information Technology Support For PMO Contractor Data and Services

The following PMOOG No. 10 Subtasks may be ordered under this CLIN: 

Subtask 10C: Individual Work Order Level Implementation Plans 

CLIN 0009 – Status Reporting

The following PMOOG No. 10 Subtasks may be ordered under this CLIN: 

Subtask 10C: Individual Work Order Level Implementation Plans

Section C: Scope of the Requirement: 

Task Order Level Implementation Plans (Subtask 10A)


Subject to individual Work Orders, the PMO Contractor shall develop, submit or resubmit for review, comment and approval a Task Order Level Implementation Plan or TIP that defines how the task order level services, products, deliverables, etc. will be accomplished in a manner and quality that meets FTA’s requirements. Unless otherwise directed by the COTR or TOM, All PMO Contractor services, products and outcomes will be delivered or performed in conformance with the then current version of the FTA approved Task Order Level Implementation Plan.  

Contract Level Implementation Plans (Subtask 10B)


Subject to individual Work Orders, the PMO Contractor shall develop, submit or resubmit for review, comment and approval a Contract Level Implementation Plan or CLIP that defines how multiple task orders or a task order that requires programmatic services or products will be accomplished in a manner and quality that meets FTA’s requirements. The CLIP should present a contract level overview of issues and contractor’s recommendations or course of action. There should be a minimum of duplication between the Task Order and Contract level materials. Any material inconsistencies between the TIPs and the CLIP should be identified and supported by narrative in a separate section of the CLIP or TIP as may be applicable. The COTR may approve modifications to these requirements in writing.

Unless otherwise directed by the COTR, All PMO Contractor services, products and outcomes will be delivered or performed in conformance with the then current version of the FTA approved Contract Level Implementation Plan.  

Individual Work Order Implementation Plans (Subtask 10C)


Ordinarily, individual work orders will not require implementation plans, however, for complex deliverables or services where technical approach, key contractor staffing, schedule, etc. issues or concerns exist, FTA may require the PMO contractor to develop a simplified, or work order specific implementation plan that defines how the work order will be accomplished in a manner and quality that meets FTA’s requirements. Unless otherwise directed by the COTR or TOM, All PMO Contractor services, products and outcomes will be delivered or performed in conformance with the then current version of the FTA approved Work Order Implementation Plan.  

Contractor Transitions for CLIN 0003 Assignment (Subtask No. 10C)

Subject to individual Work Orders, FTA may require PMO contractors to replace other outgoing PMO contractors. This may arise because the current, now outgoing PMO contractor has developed a conflict, or FTA has determined that it is in FTA’s interests to assign a new PMO contractor to monitor the grantee project. The outgoing PMO contractor and the incoming PMO contractor shall effectuate a smooth transition. 

The incoming PMO contractor shall deliver products and perform services as follows:

(1) Coordinate and integrate its services and work products with the outgoing PMO contractor to identify transition elements, develop schedule and milestones.

(2) Establish key contacts between contractor’s assigned personnel, FTA’s Regional Director/Engineer, FTA Headquarters personnel, and outgoing PMO contractor’s assigned personnel. 

(3)
Develop list of documents needed for transition period, including as applicable: (TOM may modify)

· The FFGA baseline and all amendments or as applicable FFGA application materials or letters of no prejudice;

· Relevant grantee management plans such as Project Management Plan, QA/QC plan, Fleet Management Plan(s), etc.

· Phase I Final Report (Lessons Learned) and Final Report (Phase II). 

· Most current Quarterly Progress Review Meeting (QPRM) Report from outgoing PMO contractor.

· Outgoing PMO contractor’s Monitoring Report(s) and Grantee Monthly Progress Report, (how far back?) 

· Other Documents Recommended by the FTA and Outgoing PMO contractor.

(4) Be adequately prepared for the initial QPRM, grantee interviews/introductions, project site tours by:

· Conducting sufficient pre-meetings between FTA and outgoing PMO contractor.

· Providing sufficient and appropriate incoming PMO contractor personnel at meetings, interviews or tours.

· Being sufficiently prepared and knowledgeable of prepared grantee materials prior to meeting, interviews, or tours.  

· Listening carefully, particularly to key issues/potential impacts to project progress, promoting a “partnership” relationship and minimizing grantee impacts.

· Producing an adequate amount of project photos during tour.  

(5) Be adequately prepared for the follow-up meeting, interviews or tours without grantee representatives present by:

· Conducting sufficient pre-meetings between FTA TOM and others as well as outgoing PMO contractor.

· Providing sufficient and appropriate incoming PMO contractor personnel at meetings, interviews or tours.

· Being sufficiently prepared and knowledgeable of prepared grantee, PMO or FTA materials on major issues and sensitivities prior to meeting, interviews, or tours.  

(6) Consistent with FTA’s direction on priorities and expectations, conducting an adequate number of site visits, meetings, or grantee personnel interviews to be cost effective.

(7)
Provide an adequate amount of useful inputs to the outgoing PMO contractor on the incoming PMO contractor’s transition activities during that period of performance when the outgoing PMO contractor has responsibility for project monitoring.

(8)
Achieve a sufficient level of knowledge about the outgoing PMO contractor’s monitoring activities but does not include providing comments on the outgoing PMO contractor’s products or services to the grantee.

(9)
Maintain traceability until otherwise directed by the TOM on data or assessments developed by the outgoing PMO contractor.

(10)
Providing sufficient and appropriate incoming PMO contractor personnel to participate in a kick-off and final conference calls between the FTA Regional and Headquarters offices. The TOM may require participation in intermediate conference calls as well.  

(12)
Complete orientation of grantee project, reports and data and achieve readiness to assume monitoring responsibilities.

 The outgoing PMO contractor’s responsibilities include but are not limited to:

(1) Subject to CO request, preparing a “close-out” TO proposal according to FTA’s instructions that includes “close-out” schedules, deliverables including final report and lessons learned, transfers documents and data to the incoming PMO contractor and other transition elements identified above. If necessary or requested by FTA, update the TIP to reflect “close-out” activities.

(2) Orient the incoming PMO contractor, facilitate their introductions to the grantee(s) as well as their readiness to assume monitoring responsiblities.  

(3) Provide requested documents or assistance in locating the data or reports to the incoming PMO contractor.

(4)
Coordinate and integrate its services and work products with the outgoing PMO contractor to identify transition elements, develop schedule and milestones as well as integrating incoming PMO contractor inputs into the outgoing PMO contractor’s monitoring reports while the outgoing PMO contractor has responsibility for project monitoring. 

(5)
Maintain traceability until otherwise directed by the TOM on data or assessments developed by the incoming PMO contractor and integrated into the outgoing PMO contractor’s work products.

(6)
Providing sufficient and appropriate incoming PMO contractor personnel to participate in a kick-off and final conference calls between the FTA Regional and Headquarters offices. The TOM may require participation in intermediate conference calls as well. 

(7) Evaluate CLIN 0003 and CLIN 0006 products delivered by the incoming contractor using the criteria of the incoming PMO contractor’s working knowledge in terms of project characteristics, major project issues from the outgoing PMO contractor’s and grantee’s perspectives and FTA’s expectations at the Regional office level.

Contractor Transitions for other than CLIN 0003 Assignment (Subtask No. 10D)

Subject to individual Work Orders, FTA may require the PMO contractor to transition onto the grantee project as part of an independent review without the reassignment of the current, resident PMO contractor   

The incoming PMO contractor’s responsibilities shall include: 

The individual work orders may use applicable portions of Subtask 10C.

 The resident PMO contractor providing CLIN 0003 services’ responsibilities include but are not limited to: (This may not be applicable in all cases.) 

The individual work orders may use applicable portions of Subtask 10C.

Section D: Packaging, Marking and Formatting 

Subtask 10A: Task Order Level Implementation Plans (TIP)

The Section D requirements of PMOOG No. 9 are applicable.

Task Order Level Implementation Plans shall at a minimum include the following Sections:   

· Cover letter

· Cover 

· Table of Contents 

· List of Acronyms

· Introduction

· Project Description Overview

· PMO Contractor Task Order Work Program: Tasks, Schedule Staffing and Budgets

· Task Order Integrated Budget

· Deliverables Description and Integrated Schedule

· Technical Approach to Deliverables and Services  (match to TO scope)

· CLIN 0002 - Technical Review of Grantee's Technical Capacity and Capability

· CLIN 0003 – Monitoring of Grantee Project Development and Implementation 

· CLIN 0004 – Final Monitoring Report and Lessons Learned Program   

· CLIN 0005 – Spot Reports  (separate into two groups, PMOOG 19 spot reports and 



PMOOG 20 through 49 spot reports)

· CLIN 0006 – Ancillary Support  

· CLIN 0007 – Quality Management System

· CLIN 0008 – Information Technology Support For PMO Contractor Data and Services

· CLIN 0009 – Status Reporting  

· PMO Contractor staffing and Subcontractors: Resources and Qualifications

· FTA Responsible Staff 

· Project Communications 

· Technical Debriefing on Task Status and Deliverable Progress

· PMO Contractor Cost Tracking and Invoicing 

· Financial Administration and Cost Control

· Correspondence and Document Control 

Cover Letter 

A sample letter has been provided in Appendix A

TIP Cover 

The TIP cover should be titled FTA Project Management Oversight Program and contain the PMO contractor name, Task Order Implementation Plan, name of grantee, month, name of project, Contract No., Project No., Task Order No., and period covered. It should list all subsequent modifications that were approved on the cover also. The required formats and information are in PMOOG No. 12, Appendix F.
Table Of Contents  

This page should highlight the various sections and subsection of the plan as well as all attachments or exhibits and provide corresponding page numbers. A sample Table of Contents has been provided in Appendix B

List Of Acronyms  

This page should reference all rudimentary acronyms found in the plan and spell each of them out.  In addition, each acronym should be fully spelled out the first time it is used in the report.  Only those acronyms commonly used in the plan should be included in the list. This may not exceed one page in length.

Introduction 

In a half page or less, lays out the scope of the plan, period of performance.

Project Description Overview

In one page, or less, in a narrative format and consistent with the executive summary requirements of PMOOG No. 12, appendix A and the project data and profile information in the current FTA New Starts and Monitoring reports. The PMO contractor shall reference in parentheses the dates for both the New Starts profile and monitoring report data. 

PMO Contractor Work Program: Tasks, Schedule Staffing and Budgets 

Although the PMO contractor is proposing hours, effort, scheduled deliveries of products and related costs, the TIP cannot authorize the contractor to incur costs beyond what is authorized in the specific task order compensation limit or sublimits as the case may be. In the event of a conflict between the TO and the TIP, the TO terms and conditions will control. 

Task Order Budget (Hours, Labor and Other Direct Costs)

The PMO contractor shall summarize the Task Order budget in a separate table that describes the total estimated labor hours and total costs, inclusive of subconsultants consistent with the awarded TO and other PMO operating guidance.

Deliverables Description and Schedule

The PMO contractor shall develop an integrated deliverables schedule that reflects all the tasks listed in the TO as well as all deliverables required in the various referenced subtasks in the PMO Operating Guidances inclusive of all drafts and finalized submittals as an Appendix to the TIP.  

Technical Approach to Certain FTA Requirements

CLIN  0003 – Monitoring of Grantee Project Development and Implementation
In one paragraph each, the contractor shall describe its approach to the monitoring requirements of CLIN 0003 with respect to assessing or monitoring each of the following elements:

· Grantee’s project development and implementation as well as its technical capacity and capability to effectively and efficiently implement the project through continuous administrative and management direction of project operations and adequate technical inspection and supervision by qualified professionals (either direct or third party) of all work in progress;  

· Grantee’s ability to develop, maintain and adhere to project budgets, cost estimates and schedules that are reasonably adequate for the current and future phases of the project; 

· Grantee’s management of project contingency relative to the status of the design, procurement, and construction; and the complexities and uncertainties of the component parts of the project and status of committed and uncommitted, or allocated and unallocated contingency for the project;

· Grantee’s ability to identify, analyze, manage and mitigate project risk, specifically cost, technology and schedule risks, in federally assisted projects. The PMO contractor shall also monitor the grantee’s implementation of any management plans with risk mitigation work elements;     

· Grantee's development and implementation of various management plans such as the PMP on the basis of grantee’s technical information in conformance with FTA guidance.    

· Grantee’s development and implementation of force account plans.

The PMO contractor shall also describe in one to two paragraphs, its approach to meeting the following FTA requirements: 

· Establish and maintain key contacts between contractor’s assigned personnel, FTA’s Regional Director/Engineer and FTA Headquarters personnel; 

· Maintain readiness for QPRM, grantee interviews/introductions, project site tours by:

· Conducting sufficient pre-meetings; 

· Providing sufficient and appropriate PMO contractor personnel at meetings, interviews or tours.

· Being sufficiently prepared and knowledgeable of prepared grantee materials prior to meeting, interviews, or tours.  

· Listening carefully, particularly to key issues/potential impacts to project progress, promoting a “partnership” relationship and minimizing grantee impacts.

· Developing a working knowledge of applicable FTA guidance and regulatory materials

CLIN 0006 – Ancillary Support  

The contractor shall describe its approach to the requirements of PMOOG No. 50.
CLIN 0007 - Quality Management System

The contractor shall describe its approach to the Quality Management System requirements in PMOOG No. 55. Specifically, the contractor’s technical approach to inspection and testing of FTA listed and non-listed PMO Contractor deliverables (products and outcomes) and services. The contractor shall also describe its identification of and technical approach to those FTA deliverables  subject to the contractor’s QMS, Control of Deliverables section in the specific task order or PMO Operating guidance. It shall also describe the Contractor’s approach to achieving a cost effective balance between the cost of such inspection and its benefits. 

CLIN 0009 - Status Reporting 

The PMO contractor shall present its approach to meeting FTA’s formal reporting requirements contained in the PMO Operating guidances referenced in the Task Order as appropriate. In one or two paragraphs, the contractor shall describe its approach to the Task Order Level Status Reporting requirements in PMOOG No. 65.  

The PMO contractor shall also describe in this section its approach to tracking costs at a sufficient level of detail to meet FTA’s requirements with respect to task order level reporting requirements in PMOOG no. 65 and the specific task order or individual work order. The PMO contractor shall also describe any internal project numbers or cost accounting codes assigned to the task order, with any work breakdown structure (WBS) codes for both tasks and listed subtasks. An example follows:

645911—01000

CLIN 0001: TIP labor and materials

645911—02000

CLIN 0002: Baseline Review (technical capacity & capability)

645911—03000

CLIN 0003: Monitoring labor and materials;

645911—04000

CLIN 0005: Specialized Assessments

645911—04229


0004A Subtask 22: Risk Assessments

645911—04259


0004B Subtask 25: Rail fleet Management Plan 







Reviews

645911—05000

CLIN 0006: Ancillary Support

645911—0504D


0050_: Subtask 50_: QPRMs 

Subconsultant charges (labor and ODCs) will be assigned to the same WBS, as appropriate for the work undertaken.  

PMO Contractor Staffing and Subcontractors: Resources and Qualifications

The PMO contractor shall identify responsible contractor personnel including key personnel for all the task order elements, their primary work location, if not proposed on a full time basis, what other significant work assignments they will be concurrently performing if any and contact information including cell phone and email addresses. 

All contractor and subcontractor email addresses will be hyperlinked in the TIP. Key personnel will be accessible by cell phone. TO key personnel other than those identified in the contract shall be identified in shaded box format. Examples are…

· David Benjamin, Parsons Transportation Group, Officer-in-Charge for all oversight activities. His primary work location is PTG’s San Francisco, California office. [No additional information on work assignments is required for the OIC]

· Mailto:dave.benjamin@parsons.com; 415.xxx.xxxx (direct), 415. 227.xxxx (fax) 

415.233.xxxx (cell)   

· Jeffrey Allen, Parsons Transportation Group, Contractor Task Order Manager, with responsibility for both [the grantee project] oversight and preparation of the white paper. His primary work location is PTG’s San Francisco, California office. His current other assignments are for …

· Mailto:Jeff.allen@parsons.com; 415.xxx.xxxx (direct), 415. 227.xxxx (fax) 

415.233.xxxx (cell)

· [ Identify other personnel and subconsultant staff] 

The PMO contractor shall describe the individuals and their roles in the performance of the subject task order in a separate figure entitled Task Order Organizational Chart. 

The PMO contractor shall describe the level of effort of individuals by task and subtask in a separate table entitled “Budgeted Staff Hours and Cost”.  
FTA Responsible Staff

The PMO contractor shall identify those responsible FTA individuals to which deliverables will be submitted and by whom revisions to the work program, including schedule, must be approved such as:

· Steve Asatoorian, TPM-20 (Contracting Officer’s Technical Representative)


202-366-1649  Sepooh.Asatoorian@fta.dot.gov

· […], TRO-XX (Overall Task Order Manager; Designated FTA Manager)


[phone number]  [email address]@fta.dot.gov

· Ritchie Vinson, TAD-40 (Contracting Officer)


202-366-1127  Ritchie.Vinson@fta.dot.gov 

Project Communications  

The contractor shall also present their approach  and proposed frequency of briefing to keep FTA fully informed of  material grantee activities on a monthly basis or more frequently when appropriate. If several FTA offices are involved in the TO, the contractor shall describe how this work will be coordinated and reported. 

Discuss in one paragraph the PMO contractor’s approach to achieving frequent communication between the grantee and the PMO contractor under the technical direction of FTA’s COTR and TOM. The discussion will present both formal and informal aspects of such communication; how and what specific contractor or grantee personnel it is to be routed. As an example statement follows: 

“For [Grantee organization], formal written communication with the grantee is to be routed from the PMOC Project Manager through the FTA Regional Administrator to the grantee General Manager (provide name, contact data) or the Deputy General Manager for Engineering and Project Management (provide name, contact data) or to his designee (e.g., Project Manager, when appointed). Informal communication may occur directly between the PMOC and grantee staff, at various levels, with the FTA TOM continually appraised of the general nature of and any material specifics developed during these contacts.”

Technical Debriefings On Task Status and Deliverable Progress   


Throughout the period of performance, the PMO contractor shall report to the FTA TOM or COTR as applicable on both a formal and an informal basis as to Task Order status and progress on deliverables.  Such informal reporting shall be by telephone and e-mail, generally between the PMOC Project Manager and FTA’s Work Order Manager on a weekly basis.

In a single paragraph, the PMO contractor shall present its approach to distributing PMO products in conformance with the requirements of the PMO operating guidance.  

In a single paragraph, the PMO contractor shall present its approach to briefing the grantee on any significant issues or points to be presented in a report before the report is issued, unless directed otherwise by FTA.   

Financial Administration and Cost Control  

The PMO contractor shall describe the contract type and terms for all the tasks in the TO as well as identifying any relevant compensation sublimits, or fixed price work. The PMO contractor shall describe how employees’ record daily project time charges to the nearest 30 minutes or hour, etc. as the case may be and how they are then accumulated into the corporate accounting system on what basis, e.g. weekly. 

The PMO contractor shall discuss how invoices are generated and on what periodic basis, e.g. monthly. The contractor shall identify when its accounting period closes, e.g. on the last Friday of the month. Lastly, the PMO contractor shall describe how Subcontractor invoices are recorded, e.g. monthly in the corporate accounting system.

The PMO contractor shall describe its approach on compliance with FTA’s voucher processing and certification of invoice requirements for PMO Task Order Managers. (Reference Aldrich’s Memorandum dated May 8, 1997) The contractor shall submit original invoices to FTA’s TAD/ Accounting with copies provided the FTA Task Order Manager. The contractor shall supply an sample invoice in separate Appendix.

Correspondence and Document Control

The PMO contractor shall describe its approach to controlling correspondence to and from FTA; meeting FTA’s TO requirements for data delivery when deliverables have been accepted by FTA; the location where project files will be maintained and under whose control. 
Subtask 10B: Contract Level Implementation Plans 

The Section D requirements of PMOOG No. 9 are applicable.

Contract Level Implementation Plans shall at a minimum include the following Sections:   

· Cover letter

· Cover 

· Table of Contents 

· List of Acronyms

· Introduction

· Assigned Project Description Overview

· PMO Contractor Multiple Task Order Work Program: Tasks, Schedule Staffing and Budgets

· Contract Level  Integrated Budget

· Summarized Deliverables Description and Contract Level  Integrated Schedule

· Technical Debriefing on Task Status and Deliverable Progress by CLIN and within CLIN by TO 

· CLIN 0002 - Technical Review of Grantee's Technical Capacity and Capability

· CLIN 0003 – Monitoring of Grantee Project Development and Implementation 

· CLIN 0004 – Final Monitoring Report and Lessons Learned Program   

· CLIN 0005 – Spot Reports  (separate into two groups, PMOOG 19 spot reports and 



PMOOG 20 through 49 spot reports)

· CLIN 0006 – Ancillary Support  

· CLIN 0007 – Quality Management System

· CLIN 0008 – Information Technology Support For PMO Contractor Data and Services

· CLIN 0009 – Status Reporting  

· PMO Contractor staffing and Subcontractors: Resources and Qualifications

· FTA Responsible Staff 

· Project Communications 

· PMO Contractor Cost Tracking and Invoicing 

· Financial Administration and Cost Control

· Correspondence and Document Control 

Cover Letter 

A sample letter has been provided in Appendix A

Plan Cover 

The cover should be titled FTA Project Management Oversight Program and contain the PMO contractor name, Contract Level  Implementation Plan, month, name of project, Contract No., Project No., Task Order No., and period covered. It should list all subsequent modifications that were approved on the cover also. The required formats and information are in PMOOG No. 12, Appendix F.
Table Of Contents  

This page should highlight the various sections and subsection of the plan as well as all attachments or exhibits and provide corresponding page numbers. A sample Table of Contents has been provided in Appendix B

List Of Acronyms  

This page should reference all rudimentary acronyms found in the plan and spell each of them out.  In addition, each acronym should be fully spelled out the first time it is used in the report.  Only those acronyms commonly used in the plan should be included in the list. This may not exceed one page in length.

Introduction 

In a half page or less, lays out the scope of the plan, period of performance.

PMO Contractor Work Program: Tasks, Schedule Staffing and Budgets 

Technical Debriefings On Task Status and Deliverable Progress   


Financial Administration and Cost Control  

Subtask 10C: Individual Work Order Level Implementation Plans 

The Section D requirements of PMOOG No. 9 are applicable.

Subtask 10D: Contractor Transitions for CLIN 0003 (Monitoring) Assignment

The Section D requirements of PMOOG No. 9 are applicable.

Subtask 10E: Contractor Transitions for other than CLIN 0003 Assignment

The Section D requirements of PMOOG No. 9 are applicable.

Section E: Inspection and Acceptance 

Inspection and Acceptance for Subtasks 10A through 10E shall be in conformance with this PMO Operating Guidance No. 10. 

Subtask 10A: Task Order Level Implementation Plans (TIP)

Products will be delivered and services performed in conformance with PMO Operating Guidance Number 10. The COTR and TOM shall inspect the delivered products or performed services. If the delivered products or performed services are in conformance with 95% of the applicable subtask requirements for schedule, format, quality and content, they will be accepted.  

Subtask 10B: Contract Level Implementation Plans (CLIP)

Products will be delivered and services performed in conformance with PMO Operating Guidance Number 10. The COTR and TOM shall inspect the delivered products or performed services. If the delivered products or performed services are in conformance with 95% of the applicable subtask requirements for schedule, format, quality and content, they will be accepted.  

Subtask 10C: Individual Work Order Level Implementation Plans 

Products will be delivered and services performed in conformance with PMO Operating Guidance Number 10. The COTR and TOM shall inspect the delivered products or performed services. If the delivered products or performed services are in conformance with 95% of the applicable subtask requirements for schedule, format, quality and content, they will be accepted.  

Subtask 10D: Contractor Transitions for CLIN 0003 (Monitoring) Assignment

Products will be delivered and services performed in conformance with PMO Operating Guidance Number 10. The COTR and TOM shall inspect the delivered products or performed services. If the delivered products or performed services are in conformance with 95% of the applicable subtask requirements for schedule, format, quality and content, they will be accepted.  

Subtask 10E: Contractor Transitions for other than CLIN 0003 Assignment

Products will be delivered and services performed in conformance with PMO Operating Guidance Number 10. The COTR and TOM shall inspect the delivered products or performed services. If the delivered products or performed services are in conformance with 95% of the applicable subtask requirements for schedule, format, quality and content, they will be accepted.  

Section F: Deliveries or Performance 

The due dates may be modified by the TO, Implementation Plans, individual work orders or by written direction of the COTR or TOM.   





Due date 


 







(All from Task Order or Work Order Effective Date) 

Subtask 10A: Task Order Level Implementation Plans (TIP)

Products  

1.
Draft TIP or Revision of previously approved TIP 


14 Calendar Days


2.
Finalize TIP







30 Calendar Days


 


3.
Annual Resubmittal of Task Order Level Implementation Plan  











20 working days after the end 
 








of each calendar year. 

Also note that there is no TIP resubmittal due if the first resubmittal due date occurs less than 90 calendar days from the approval date of the previous plan. 

This resubmittal requirement may be waived with the written concurrence of the COTR. 

Outcomes: 

1.
FTA technical debriefings on progress.   



Throughout the period 

 







            of performance .


Subtask 10B: Contract Level Implementation Plans (CLIP)

Products  

1.
Draft CLIP or Revision of previously approved CLIP

30 Calendar Days


 


2.
Finalize CLIP







90 Calendar Days


 


3.
Annual Resubmittal of Contract Level Implementation Plan  
20 working days after the end 
 








of each calendar year. 

Also note that there is no contract implementation plan resubmittal due if the first resubmittal due date occurs less than 90 calendar days from the approval date of the previous plan. 

This resubmittal requirement may be waived with the written concurrence of the COTR. 

Outcomes: 

1.
FTA technical debriefings on progress.   



Throughout the period 



            





of performance .


Subtask 10C: Individual Work Order Level Implementation Plans 

The TOM or COTR will detail the specifics in the work order itself.

Subtask 10D: Contractor Transitions for CLIN 0003 (Monitoring) Assignment












Due date 


 







(All from Task Order or Work Order Effective Date) 

Incoming PMO Contractor

Products  

1.
Request for Grantee Documentation and Project Data (Reference item 3)













15 Calendar days 

 

2.
First draft of the Transition Plan that contains 


the Table of Contents, and items 1,2,6, and 9. 



21 Calendar days 

 

3.
Finalize Transition Plan






30 Calendar days

 

Outcomes: 

1.
FTA kickoff meetings. (Item 10) 





7 Calendar days  
 
 

2.
FTA technical debriefings on progress. (Item 11)   


Throughout the period of 











performance

3.   Readiness for the TOM designated initial QPRM(s), 


grantee interviews/introductions; project site tours 


(Reference Item 1,2,4,5,6) 





30 Calendar days 

 

4.
Readiness to assume CLIN 0003 Monitoring responsibilities 


and CLIN 0006 Ancillary Support Tasks 


(Reference Item 2,7,8,9,11) 





60 Calendar days  

 

5.  
Final Conference Call (Item 10)





TBA by TOM 


  

Outgoing PMO Contractor

Products





 

1.
Production of requested Documentation and Project Data 


(Incoming Contractor, Reference item 3)
 



15 Calendar days 

 

2.
First draft of the “closeout” Outgoing contractor TIP or TOP 


consistent with the Incoming PMO contractor’s Transition Plan 
21 Calendar days 

 

3.
Finalize “Closeout” TIP or TOP





30 Calendar days

 

4.
CLIN 0003 and 0006 product evaluations



15 Calendar days after the 










delivery of the first CLIN 0003 









product from the incoming 










PMO contractor and 











continuing for the period of 










performance in the 












Work Order

Outcomes: 

1.
FTA kickoff meetings. (Item 6) 





7 Calendar days  
 
 

2.
Incoming PMO contractor is oriented and briefed on project


(Item 2,3,4 and 5)







30 Calendar days

3.
FTA technical debriefings on progress. (Item 6)     


Throughout the period of 











performance


4.  
Final Conference Call (Item 6)





TBA by TOM 



Subtask 10E: Contractor Transitions for other than CLIN 0003 Assignment











Due date 


 






(All from Task Order or Work Order Effective Date)

Incoming PMO Contractor

The TOM or COTR will detail the specifics in the work order itself.

Resident PMO Contractor

The TOM or COTR will detail the specifics in the work order itself.

Section G: Contract Administration Data

Ordering Procedures for Individual Work Orders 

In addition to the requirements of PMOOG no. 5, Subtasks 5G-W1, 2 and 3, the following requirements also apply:

None. 

Section H:  Special Requirements 

The Section H requirements of PMOOG No. 8 are applicable to all PMOOG No. 10 subtask deliverables or products. 

The following requirements shall also apply to all subtasks:

 No additional requirements apply.

Appendix A 

November 14, 2003

Mr. Ritchie D. Vinson

Contracting Officer

Federal Transit Administration

400 Seventh Street, S.W.

Washington, D.C. 20590

Subject:
Task Order  Implementation Plan



Contract No. DTFT60-98-D-XXXX3



Task Order No. X  - Project No. DC-03-XXXX



Novato Transportation District



San Marin Corridor Project Management Oversight

Dear Mr. Vinson:

The attached is the draft Task Order Implementation Plan (TIP) dated [..] for Task Order No. X. [OR alternatively, “The attached is the draft Annual Update dated [..] for the current approved  Task Order  Implementation Plan (CIP) dated [..] for Task Order No. X. ] 

The TIP [ or “TIP annual update”] has been prepared in conformance with the Task Order Scope of Work  and PMO Operating Guidance No. 10. The period of performance for the TIP is January 1, 2004 to December 31, 2005.  [Summarize the task order scope in one or two sentences.] 

Please review and indicate your concurrence.

PMO contractor

[name]

PMOC Project Manager (TO #..)

Attachment

Distribution: [See PMOOG No. 9 and Section G]


File 
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