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1.0 Introduction

The Cutover Call is the method by which all involved parties perform the actions required to complete the transition of a site to Networx. These calls will be preceded by a “Go” notice from the Networx contractor and may take place during non-business hours to minimize service disruptions to the Agency. The protocol of the call may vary, dependent upon the contractor and the service. The Networx contractor will set up the conference bridge, notify the participants of the date, time and access information for the call. Service-specific test plans will be provided by the contractor as an attachment to the Networx Services Verification Test Plan within 15 calendar days after issuance of the Service Order Confirmation for the initial order of service and will be used to measure the success of the transition. The Generic Cutover Call Checklist can be used by an Agency Transition Manager as a tool for assuring that all the steps necessary for performing an FTS2001 to Networx cutover are completed in an orderly and timely manner.  
2.0 Purpose
The purpose of this document is to define the responsibilities of each party and the sequence of events relative to the cutover of services from FTS2001 to Networx.  This  document should be used in conjunction with the Generic and Service Specific Cutover Checklists. The sequence of events is essential for eliminating or minimizing the impact and disruption sometimes experienced during the implementation, transition and deployment of communications services. 
3.0 Participants

The following list of participants is provided as a guide and may vary, based on the type of service, cutover strategy and access method:
Cutover Project Manager/Leader (Networx Contractor)

Agency Representative (Transition Manager)

Local Telecommunications Manager
Local Government Contact (Access Issues)

Local Exchange Carrier

Contractor Routing and/or Translation Personnel (FTS2001 and Networx)

FTS2001 Contractor

CPE/PBX Vendor(s)

TCC Cut Team Representative

Key Users

Others, as required

	Sequence of Events
	Responsible Party
	Content

	Roll call
 
	Networx Contractor Cutover Project Manager/Leader
	All participants explain their cutover responsibilities, provide contact numbers and escalation procedures


	Overview 
	Networx Contractor Cutover Project Manager/Leader
	Existing topology, equipment, interfaces, types of service, etc. and the changes to be made

	Component  verification
	All Participants
	Verify that their components (i.e. CPE, gateways, access circuits, SEDs, etc.) are prepared to execute cutover



	Review traffic and routing management plans
	Networx Contractor Cutover Project Manager/Leader
	For both pre-cutover and post-cutover, with appropriate segments and end-to-end connectivity

	Discuss cutover sequence
	All Participants
	Identify each event and the responsible party required to execute the cutover based on the Transition Project Specific Plan, aka Site Transition Plan, including testing methodology, fall-back strategy and identification of critical circuits/lines

	Commence cutover
	Networx Contractor Cutover Project Manager/Leader
	Based on Transition Project Specific Plan 

	Corrective measures
	All Participants
	Work issues as they arise and complete cutover sequence

	Begin testing 
	Networx Contractor Cutover Project Manager/Leader
	In accordance with the Contractor’s Networx Services Verification Test Plan

	CPE testing
	Agency Transition Manager, CPE Vendors and Key Users
	This can be done in parallel with the step above

	Testing unsuccessful

	Networx Contractor Cutover Project Manager/Leader, Agency Transition Manager, Incumbent Contractor
	Determine whether or not to continue working issues (fix problems) or implement a fall-back plan and reschedule cutover. The Networx contract requires the Contractor to complete all transition activities at a location within 12 hours after initiation unless special approval is obtained in advance from the Agency.

	Reschedule Cutover
	Networx Contractor Cutover Project Manager/Leader, Agency Transition Manager, Local Government Contact, Incumbent Contractor
	If testing is unsuccessful, decision needs to be made as to reschedule date, based on resource availability of all parties 



	Testing successful
	Agency Transition Manager
	Receive sign-off from Agency personnel indicating successful testing

	Trouble reporting procedures
	Networx Contractor Cutover Project Manager/Leader
	Review special acceptance period trouble reporting procedures – call in numbers



	Help Desk Notification
	Local Government Contact, Agency Transition Manager
	Near-real time lessons learned provided by the Cutover Team to the Help Desk via email at networx.support@gsa.gov to be included  in the GSA Knowledge Base to assist other Agencies in the preparation activities for future transitions. 

	Reminders
	Networx Contractor Cutover Project Manager/Leader, Agency Transition Manager
	Reminder to all parties of various items, including:

(1) The short time period to accept/reject service (3 business days)
(2) The Agency designated period in which disconnect orders should be submitted for the FTS2001 services/circuits

(3) Monitoring the new Networx services on the first business day after cutover to verify they are operating properly

(4) Monitoring the monthly FTS2001 invoices after disconnect, to insure that the Agency is no longer billed for those services under FTS2001

(5) Reviewing Networx invoices after cutover to verify that the Agency is being billed accurately 

(6) Reviewing updating any Networx inventory reports/databases to confirm the new service and its components are documented properly
(7) Logging in to the appropriate Networx portal after cutover to verify access to related reports and monitoring tools relative to the new service




� Should the cutover be in jeopardy, an escalation option is to contact the Networx Help Desk at 1-866-274-0247 or � HYPERLINK "mailto:networx.support@gsa.gov" ��networx.support@gsa.gov� and open a Priority 1 ticket for mitigation


� If the service does not pass the Contractor’s end-to-end verification testing as defined in Section E, Inspection and Acceptance, the Contractor shall notify and advise the Agency of proposed corrective actions and the estimated time to complete them. If the Agency has already experienced two or more hours of downtime, it may request restoration of incumbent services. The Contractor will then implement and follow processes and procedures to provide for complete restoration to the incumbent Contractor’s service within four hours.
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