Transition & Closure Plan
<Insert State Route, Project Name>
<Insert Project MP limits>
Project Manager: <Insert name here>
<Date>

Optimal success for this project – realization of the project purpose - requires delivery of a quality product resulting in satisfied customers and conducting a deliberate closure – including an effective “hand-off” to a subsequent phase and team (i.e. transition or handoff from Design to Construction). 
The following elements describe the <transition or closure> of <identify project or phase>:
Transition from Planning to Preconstruction
· Describe how the project manager will be briefed on the planning study and estimate.

· Describe the planning manager’s duties during preconstruction.

· Describe the use of the traffic study after planning is complete.

Transition from Preconstruction to Construction
· Describe how the construction project manager will be briefed on the commitment file.

· Describe how the construction project manager will be briefed on environmental permit requirements.

· Describe how design will support construction during field construction (including on-call agreements with consultants, design project office support and reviews, etc.

Transition from Construction to Maintenance
· Describe the involvement of maintenance during the construction phase.

· Describe how the maintenance punch list will be developed.

Other transitions as identified by the project team
· Describe how/when to demobilize staff and resources; including close out of consultant contracts.

Review and document lessons learned
· Describe activities to document lessons learned. (This should be a standing agenda item at project status meetings)

Evaluate, reward and recognize team members
· Identify assigned target performance measures which indicate performance beyond expectations.

· Identify appropriate rewards or recognition for going above and beyond.

Archive
· Identify archiving requirements for your project.

Schedule and financial closure
· Identify milestones and procedures to ensure completion and financial closure of each activity, phase, or actual completion of the project.

