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Checklist for
3.14 – Transition to Operations
	#
	Step
	Description
	Who Does This?
	Deliverable

	1
	Confirm the date that the ramp-up period will end 
	The adopter project manager should confirm with the OLIS initiative lead the date that the ramp-up period will end and the adopter will remove their interface filter.
	Adopter Project Manager
	

	2
	Two weeks before ramp-up period ends:

Complete the 
OLIS Transition 
to Operations Gateway Checklist 


	The OLIS initiative lead must complete the gateway checklist and email the document to the managers of the following OLIS teams:

· Implementation

· Business delivery

· Application support

The OLIS initiative lead must also schedule the transition meeting.
	OLIS 
Initiative Lead
	Completed OLIS Transition to Operations Gateway Checklist emailed to OLIS teams

	3
	One week before ramp-up period ends:

Attend the transition meeting and approve the gateway checklist


	The OLIS initiative lead will facilitate a meeting to ensure that knowledge associated with the adopter’s project is transitioned to the OLIS teams responsible for operational support.

OLIS support team managers will sign the gateway checklist at the completion of this meeting.
	OLIS
Initiative Lead 

OLIS Implementation Manager

OLIS Business Delivery Manager

OLIS Application Support Manager
	Signed OLIS Transition to Operations Gateway Checklist

	4
	File the signed checklist on the OLIS shared drive
	The OLIS initiative lead must scan and store the signed checklist on the shared drive.
	OLIS
Initiative Lead 


	Signed and scanned OLIS Transition to Operations Gateway Checklist stored on shared drive

	5
	Project Close:

Ensure all implementation 
project deliverables 
and milestones have 
been completed or met
	The adopter project manager and OLIS initiative lead must work together to ensure that all deliverables and milestones for the implementation project phase have been completed or met.

Important: The OLIS Implementation Project Close-Out Report is completed only when all project deliverables are completed (e.g., for all modalities and/or functionality). Refer to the implementation transfer payment agreement for a list of deliverables.
	Adopter Project Manager

OLIS 
Initiative Lead 


	

	6
	Project Close:

Customize the OLIS Implementation Project Close-Out Report
	The OLIS initiative lead will create the OLIS Implementation Project Close-Out Report based on the deliverables from the transfer payment agreement and send to the adopter project manager for signature by the adopter’s OLIS executive.
	OLIS 
Initiative Lead 


	OLIS Implementation Project Close-Out Report emailed to adopter project manager for sign

	7
	Project Close:

Obtain signature 
from adopter’s OLIS executive
	The adopter project manager must have their OLIS executive sign the OLIS Implementation Project Close-Out Report. The signed report must be scanned and emailed to the OLIS initiative lead.
	Adopter Project Manager


	Signed OLIS Implementation Project Close-Out Report emailed to OLIS initiative lead

	8
	Project Close:

Obtain signature 
from OLIS program director
	The OLIS initiative lead will obtain the OLIS program director’s signature, scan the report and email a copy to the adopter project manager.
	OLIS Initiative Lead


	Signed and scanned OLIS Implementation Project Close-Out Report emailed to adopter project manager

	9
	Project Close:

File the signed report on the OLIS shared drive
	The OLIS initiative lead must store the signed report on the shared drive.
	OLIS Initiative Lead


	Signed and scanned OLIS Implementation Project Close-Out Report stored on shared drive


