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I provide you the aftached, minimum transition preparation guidance, which you helped develop. I ask each of you to 
formally assure me (by brief, return email) that your agency will perform these tasks by the dates indicated. I know 
that most of you have akeady done this and more to ensure the continuity of public services during the transition to 
the new Administration, and to assist the current non-career employees to exit successfully.

Transition Direction for Agencies 

GOAL 1 
HELP ENSURE CONTINUITY OF PUBLIC SERVICES DURING THE TRANSITION TO THE NEW ADMINISTRATION 

• By 8/1: Identify a knowledgeable, capable career official to lead/coordinate the transition, and communicate 
internally and externally. 

• By 10/15: Indentify the career official who will be responsible for acting in place of the departing 
ldepartedpolitical official, for each major bureau and offlrce of the departmentlagency, and communicate 
internally and externally. Ensure compliance with your agency’s delegation of authorities and the Vacancies Act. 

• By 11/1: Ensure all COOP and NRF procedures are tested and understood by the senior career officials 
referenced above. 

• By 11/1: Prepare a brief summary of the department’s basic organization, current mission/function/
performance goals, and key personnel. 

• By 11/1: Identify and summarize the “hot” policy, internal management, legal and infrastructure issues to 
require immediate attention by the new Administration offlrcials. Ensure the information is approved for 
release to the intended audience. 

• By 11/1: Prepare to provide the work tools and new employee briefings: badges, computers, blackberries, 
parking, work spaces, access to secure information and areas, ethics briefings and the like. 

• In mid-October and, if desired, again after the election: OMB DDM to create the opportunity for career 
transition leads to meet to confer with each other and others from whom they seek counsel. 

• In general:

• Work to ensure every programlinitiative is as you are proud to have it, as of 1/20/09. 

• Ensure all program improvement, high risk improvement and management improvement goals and plans 
are as all stakeholders are proud to have them, and available to the public, as planned. 

• Do transition planning with (not to) career officials 



The Partnership’s Center for Presidential Transition helps ensure the efficient transfer of power that our country 
deserves. The Center’s Ready to Govern® initiative assists candidates with the transition, works with Congress to 
reform the transition process, develops management recommendations to address our government’s operational 
challenges, and trains new political appointees. 

For original transition documents and additional resources, templates and tools, visit presidentialtransition.org.

GOAL 2 
HELP CURRENT NON-CAREER EMPLOYEES EXIT SUCCESSFULLY 

• By 8/04, develop for delivery as needed a briefing on what a departing political can and cannot take with 
them. 

• By 8/104, develop for delivery as needed a briefing on “exit ethics” and postservice health benefit coverage, 
retirement estimates, etc. Include information about who to contact with related questions after they have left 
government service.


