APPENDIX III

PHASE-IN/PHASE OUT PLAN

PROCEDURES

PHASE-IN-/PHASE-OUT PLAN

1.  PURPOSE.  This plan provides basic guidance and procedures for the orderly transfer of responsibility for operation and management of a contracted travel service for organizations listed in the performance work statement.

2.  SCOPE:  This plan applies to the incumbent contractor, the successor contractor, Redstone Arsenal Support Activity  (RASA), SMDC, the Contracting Officer and his/her designated representatives.

3.  DEFINITIONS.

    a.  Phase-In.  That period of time that may commence up to 90 calendar days immediately prior to the date the successor contractor begins base contract performance.

    b.  Phase-Out.  That period of time that may commence up to 90 calendar days prior to completion of the incumbent contractor’s performance requirements.  This period shall  run concurrently with the phase-in period for a successor contractor.

    c.  Contracting Officer (KO).  A person with the authority to enter into, administer, and/or terminate contracts and make related determinations and findings.  The term includes certain authorized representatives of the Contracting Officer acting within the limits of their authority as delegated by the Contracting Officer.

    d.  Contracting Officer’s Representative.  A Government employee, civilian or military, selected and designated in writing by the KO to act as his authorized representative in administration and surveillance of the contract.

4.  GENERAL.
    a.  The incumbent contractor shall maintain full performance during the phase-out period.  The KO/COR shall have access to the contractors operational area to validate incumbent is collecting data required in the specific actions by this phase out 

    b.  The assigned COR and/or monitors will be responsible for ensuring compliance with the phase-in/phase-out plan.

5.  SPECIFIC ACTIONS.


a.  The contractor shall take all actions necessary to ensure there is no break in service during the transition between the incumbent contractor and any successor contractor during the phase in or phase out of travel services.  The transition shall be handled with minimal disruption to the customer.


b.  The contractor shall electronically transfer to the successor contractor all travel records to include historical information that may assist the successor contract in a smooth transition.


c.  The contractor shall continue to reconcile all forms of payment under this contract for a minimum of 90 calendar days after the contract performance period ends to include completion of the payment reconciliation package.  Not later than the 20th calendar day after contract expiration, the contractor shall provide the COR a hard copy report by GTA credit card containing the following information for each unbilled transaction (debits and credits) remaining in the contractor’s data base:


1.  complete ticket number


2.  traveler’s name


3.  traveler’s telephone numbers


3.  accounting data


4.  travel order number


5.  complete itineraries


6.  dollar amount (credit/debit)


d.  The contractor shall allow the successor contractor access to government owned or controlled office space not less than 90 calendar days prior to contract expiration for site surveys.  Successor contractor shall coordinate site survey dates/times with incumbent contractor.


e.  The incumbent contractor shall issue and deliver tickets for travel commencing within three days after contract expiration by close of business the last workday of the contract.


f.  The incumbent contractor shall cease operations and vacate all Government facilities by 12:00 midnight on the last working day of contract performance, unless otherwise approved by the contracting officer.  The successor contractor shall have access to assigned facilities after midnight when vacated by the incumbent contractor.


g.  Telephone numbers assigned by the government to the incumbent contractor will remain and be used by the successor contractor upon completion of phase in.  Telephone numbers which were provided to the military community under this contract shall be terminated at the end of the incumbent’s contract. 

    h.  The Building Custodian will transfer keys from the incumbent contractor to the successor contractor for the assigned space for the contracted travel office.

    i.  The successor contractor shall provide a letter to the Building Custodian, designating a key control custodian and alternate.  The appointments shall be provided to the Building Custodian no later than 3 working days prior the last day of phase-in.

    j.  The Building Custodian will collect the keys from the incumbent contractor and provide the successor with the number of keys required.  The successor contractor will be required to sign for the keys.


k.  The incumbent contractor shall report any lost or stolen keys to the Building Custodian the first business day after the missing key are discovered.


l.  The successor contractor shall participate with the RATS staff to test the RATS exchange of information between the successor contractor’s computer system and RATS This test will begin 60 days from award and if changes are required additional testing every 5 calendar days until exchange of data is functioning correctly.  

6.  Transfer of Government Furnished Property.


a.  The Government Property Administrator or COR shall prepare a DD Form 1149, Requisition and Invoice/Shipping Document, for all Government furnished property and obtain the signature of the successor contractor personnel authorized to accept accountability for the contractor at phase-in.  Distribution of the signed DD Form 1149 shall be coordinated through the Government Property Administrator or KO.

b.  The Government Property Administrator or COR shall process the turn-in documents to the Government Accountable Property Officer (APO) for vouchering and signature, and shall make distribute as follows:  Original to Installation Accountable Officer; One Copy to Incumbent Contractor; Four copies to the Government Property Administrator or COR.


c.  The incumbent contractor shall maintain an accurate inventory of GFP through the completion of the contract and provide updates to the Government Property Administrator or COR.  The inventory shall include:



1.  Stock Number (National Stock Number (NSN), locally assigned number, Serial Number or manufacturer number.



2.  Description (manufacturer, model number)



3.  Unit Price.



4.  Location.



5.  Turn in condition.


d.  The Government and incumbent contractor personnel shall sign the completed inventory.


e.  The inventory distribution and control procedures shall be mutually coordinated with all participants.  Each participant shall receive a copy of the inventory.
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