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	Transition Meeting Guidelines



Overview 

A Customer Transition Meeting shall occur on any project where it is appropriate to inform the customer of the change in contact person/organization.
Questions regarding the appropriateness of this meeting should be directed to a Principal Project Manager or equivalent and/or Project Manager.
Process

1. Identify actual Customer Transition date (depending on project size, approx. 1~6 months before the anticipated date)

2. Schedule a FM coordination meeting (approx. 1~4 months before the anticipated date):

a. Develop Customer meeting agenda (see attached)

b. Modify Service Matrix unique to that building/area
c. Review Service Guide 
3. Schedule a follow-up FM coordination meeting (approx. 1 month before the anticipated date):

a. Confirm Customer meeting agenda

b. Confirm updated Service Matrix

c. Identify any other items that should be addressed

4. Schedule the Customer Transition meeting (approx. 1 month before the anticipated date)

a. Meeting attendees to include:

i. Project Manager (meeting facilitator)

ii. Building Coordinator Program Lead
iii. Customer Representative (building coordinator, etc.)

5. Meet with the customer

6. Follow-up with the customer (Building Coordinator Program Lead ~ approx. 1 month after the Customer Transition meeting)
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