


Page Two - Knowledge Management
Replace Norm Duquette with Robert Neilson, Knowledge Management Specialist, 202-254-3313

Page Three - Handover Plans
Shelva Nobles' number is now 202-254-3312

Page 7 and 8-
Replace the word 'bonus(es)' with Incentive(s)

Page 7
ColUII1h1 line 26 replace 'salary' with rate of basic pay
Column 2 line 13 add after' lump-sum' the words' and other types of payment'
Column 2 Ene 19 add after 'position and before the the period the words 'with a high quality

candidate'
Column 2 line 35 replace 'starting salary' with the words 'annual rate of basic pay'
Column 2 line 37 add after the word 'service period' the words 'or a combination'

Page 8
Column 1 line 1 replace 'annual salary' with the words 'annual rate of basic pay'
Column nine 38& 46 add after '50 percent' the words 'with OPM's approval. The Agency

can approve up to 25 percent of employee's basic rate of pay.'

Page 13 - Emeritus Program
Replace Lee Barkow with Don Hinrichsen, Acting Director, National Science. and Technology
Center





Translt
develo between the , the supervisor
and/or manager and the affected members of the
organization or program. There is no BLM standard
fommt for hand over plans. Examples can be found
in books on project management, and software



















information
annuitant; and

• Recompute the amount.of the offset when aPM
has made its award of annuity.







What Is a HandoverPlan .andVVhy Do We
Need Them? Staffing transitions occur due to
retirements, employee promotions or relocations,
staffing reductions, or office reorganizations. A
handover plancanhelpsmoothlyPClss the baton
and retain knowledge, and to maintain partnerships
and customer relationships. Good plans will reduce
wasted time and funds in locating or duplicating
information, documents, and records, and reduce
the time needed to understand processes and issues.
Handover plans are designed to sustain continuity,
avoid "reinventing the wheel," and provide new
employees key information that will help them, and
their organization, succeed.

How Do I Develop a Handover Plan?
Transition plans and timelinesshollid be jointly
developed between the employee, supervisor,
and/or managers, as affected members of the
organization or program.

should also be included and mightJall largely to the
emp loyee and supervisor/manager.. Comnmnicating
and sharing the plan among affected employees,
program leads, and managers is a responsibility
the supervisor/manageror project lead.

The size, complexity, and style of a handover
should be determined by the supervisor otmanager
and the employee, depending on the tinie available
and the nature of the departing employees' projects
andresp()nsibilitie~. In some cases, handoverslIlay
best be handledjn face-to-face meetings; in other
cases, .•written documentation and recommel1.Bations
maybe needed. The time required to develop
a hand over plau111ayrangeffom hours. to
several days.

Identification of ongoing duties, projects, eutTent
and emerging issues, and specific transitional
activities that need to occurwill be the main
component of a hartdover plan. Strategies, timelines,
and assignments to accomplish identified needs

Tasks
• routine tasks, frequency, time commitment for

each, relationships to otheroffke tasks
• ongoing assignments to be continued by the

successor
• certification/training requirements
• inventory/location of files, documents,

references
• contacts
• current and emerging issues
• contracts pending, active
• program info - guidelines, references,

authorities
• funding status, fund codes
• property/equipment
• annual or semi-annual reporting requirements

Projects
.title, description, status of

projects
• team members, assignments
• information on contacts,

partners, interagency contacts
.funding status, project codes
• calendars, flow charts, Gantt

charts
• files, documents, references

Management

• identification/background of responsibilities
• identification of current issues
• emerging issues
• contact information: agency, program,

partners, stakeholders, key publics, officials,
etc.

• files, documents, references
• status of personnel, any pending

personal recommendations, table of
organization

• explanation of office procedures, policies,
office morale or internal issues, community
relations, office priorities, delegation of
authorities.



Date Turned
completed: over to:

1. Complete chart of tasks, frequency! time commitments

2. Complete inventory/description/location of records, files, documentation! references

3. Complete list of certification/training requirements

4. Complete inventory/list of contact information

5. Write brief of current issues/ongoing projects

6. Write brief on emerging issues

7. Update and compile program information, guidelines

8. Compile information on funding status, funding codes

9. Update property records; compile information on property equipment, status, location,
condition, user. manuals, repair or replacement needs

10. Compile project records

11. Compile information on reporting requirements

12.Compile records on current contracts

13;.Compile table of organization, notes on personnel/staffing issues

14. Compile/edit/update office policies and procedures! delegations of authority

15. Write brief on community relations

16. Send out notification of transition to key contacts/stakeholders/vendorslcontractors



Write a briefsynbpsis offiles,documentation, registers, maps, charts, photographs, references, or similar information. Include a
brief description of content, dates of creation, location, format, security requirements, and any other comments on use, associated
files, relation to records in other offices, notes about originators of records, use in litigation,etc., that might be helpful in utilizing
information.

Title: ~ __ ~ ~ _

Format: __ ~~ ~ __ ~ __ ~_~_

Size: _

Location: ~ _

Dates: _

Security requirements: ~~ __

Comments: ~ __

Format: ~ ~_

Size: ~_~ _

Location: --~
Dates: ~ ~~ ~ __ ~ __

Security requirements: ~ __ ~~ ~ - ~

Comments: __ ~_~ ----------------------

Format: ~_~ - ~ _

Size: --------

Location: _

Dates: _

Security requirements: _

Comments: ~ ~ _



List individuals, groups, and companies that you regularly work with or who may have specialinterestsor useful assistance
for your area of responsibility. This includes co-workers, agency technical specialists, officials, administrators, public officials,
interagency contacts, project team members, interested publics, stakeholders, vendors, contractors, partners, technical or subject
matter specialists in the corporate/private/academic world, consultants, and media contacts.

It is probably not necessary to list contacts where information could easily be foundin.other records, such as permittees with
whom you frequently work.

Name: ~ __ ~ ~ __

Work telephone: _

Home telephone: _

Cell phone: _

e-mail or website: _

Mailing address: ~ _

Physical address: _

Relationship: _

Comments: _

Name: ~~_

Work telephone: ~ __ --- _

Home telephone: _

Cell phone: ------- -_-_-------
e-mail or website: _

Mailing address: ~ __

Physical address: __ -------------------------------~
Relationship: _

Comments: --------- _

Name: ---, _

Work telephone: ~

Home telephone: ~

Cell phone: ----- _

e-mail or website: --------------------------------
Mailing address: --------
Physical address: _
Relationship: _

Comments: ------------------,_

II



List individualtasksorgroups of tasks required of your position, with .an estirnatedtimeaUocationJor each major task grouping.
Include information on frequency and any routine reporting dates or processes; identify task interrelationships, including. those
tasks related to other positions. Express time commitments as a percentage or in estimated hours per week or month. Add
additional elements as needed

A. (name of task) Time Commitment:
1. description of element

a. _

b. -------------------------------------
2. description of element

a. ~~_

b. ---------~--------------~------------
3. description of element

a. ~ ~ - ~ ~~~~

b. ~~~ ~_~_~ _

4 ..description of element
a. _
b. ----- _

Comments: (include information or advice based

B. (name of task) ------ __ Time Commitment:
1. description of element

a. ~~~ -_~ _

b. - _

3. description of element
a. --------------------
b. --

4. description of element
a. ---------
b. ~ _

Comments: (include information or advice based on your experience for accomplishing this task.)



C. (name of task) Time Commitment:

1. description of element
a. _

b. _~------------~----~~~~-~~~--------------
2. description of element

a. ~~ __ ~_

b. ~----------------
3. description of element

a. ~ __ ~ -- _

b. ---------------~--~-~---------
4. description of element

a. ~ ~-- ~~--~--~-~_~------~-- ~ _
b. __ ~~~~---_-- -----~------~~--~-----~-~~

Comments: (include information or advice based on your experience for accomplishing this task.)

D. (name

1.

b. ~_~ ~~_~_~ __ ~~_~ _

3. description of element
a. _~~~~~ ~ ~--~-~-------
b. _

4. description of element
a. _

b. ~~ --- ---~~----------~~----~-------
Comments:(includeinformatiol1oradvice.based on your experience for accomplishing this task.)



Sample Notification Letter/Message

Following is .a text example of a formal letter or e-mail message to notify individuals or companies affected by
a transition in employees ..In mostsituations, this type of message should be sent· by the project supervisor, the
employee's supervisor, or a higher-level manager. In some situations, an employee may wish to re-write the. message
in the first person and personally send it to individual contacts.

This is to inform you that (insert name), who has been responsible for (insert duties, projects,
responsibilities) at the Bureau of Land Management (name of office) for the last (insert length
of time), will be leaving this offic.eand handing over responsibilities as of (date)

(Name) will be assuming these responsibilities as of (insert appropriate date) He/she can be
reached at (telephone, .e-mail, and mailing address). (If this individual works other than atypical
business week schedule, itis a good idea to insert information about when/where they can
normallybereached.)

Our office isdoing everything possible to ensure a smooth transition and continuing our agency
mission and service to customers. If you have anyconcems about this change, please contact
me at (telephone, e-mail) below.

(Name and contact information)






