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Mary Gibeé? ﬂﬁ

Federal Transitton Coordinator, General Services Administration
SUBJECT:  Guidance on Presidential Transition Preparations

This memorandum provides guidance to agencies on transition preparation requirements
and deadlines consistent with the statutory obligations in the Presidential Transition Act of 1963,
as amended (3 U.S.C. § 102 note) (the Act) and best practices. In addition to the ongoing work
required by the Act, this guidance is intended to ensure the seamless continuity of Federal
government operations and services during a transition to a second term of an administration or
to a new administration. It also increases the transparency of the transition process. As agencies
implement the guidance outlined below, officials should approach the work in ways that are
responsive to the ongoing needs of the current administration while balancing the preparations
for a potential new administration.

To prepare for a transition to a second term of an administration or to a new
administration, agencies shall do the following:

1. Agency Transition Governance. The Act requires each agency head to designate a senior
career employee of the agency and a senior career employee of each major component and
subcomponent of the agency to oversee and implement the activities of the agency,
component, or subcomponent relating to the Presidential transition. Where agencies have
multiple components and subcomponents, working groups can be established to discuss the
status of transition preparations at all levels of the agency. The senior career employees have
been identified and have been meeting with the Co-Chairs of the Agency Transition
Directors Council.

2. Pre-Election Engagement with Transition Teams of Eligible Candidates. To ensure
proper, consistent, and equitable dissemination of information to the authorized
representatives of the eligible candidates, Federal employees should refer any inquiries from
the campaigns to their Agency Transition Director or Presidential Transition Communication
Point of Contact, who will refer the campaign to the Office of Management and Budget
(OMB) Deputy Director for Management and the Federal Transition Coordinator (FTC). To











