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Transition Plan Report Instructions 
Document Instructions
How to Use: This template is intended to provide a framework and ultimately help the agency develop the required transition plan narrative. 
1. Sections written in red text should be updated with agency specific language.
1. Sections written in blue text are provided to provide questions and prompts to consider when completing the corresponding section. 
 Delete all text in blue and change all text in red to black once finalized by the agency
Element 1: Fleet Assessment Overview 
Demonstrate a long-term fleet management plan with a strategy for how the agency intends to use the current application and future acquisitions of the selected low or zero emission technology. 
Note: Please confirm that the narrative description clearly reflects the bus totals in the figures and tables that are created in the Transition Plan Template.
Replacement Options
CHOOSE ONE PARAGRAPH FROM THE TWO OPTIONS BASED ON SERVICE NEEDS. Delete all text that do not apply.
EXAMPLE TEXT FOR Annual ZEB Purchase Schedule PARAGRAPH: Based on the Annual ZEB Purchase Schedule, <Agency> will begin procuring ZEBs in 20XX. After this time, <Agency> intends for all remaining procurements to be ZEBs until their fleet is fully transitioned.  <Agency’s> FYXX Low-No and Buses and Bus Facilities project(s) are reflected in the <ordinal number> procurement year.  
It is important to include the first sentence of the above paragraph to indicate how the agency intends to use the current application and future acquisitions.
Key Results 
State or describe what years in Figure 1 include procurements in progress.
Copy over “Projected Annual Bus Purchases Graph” from your Fleet Composition Outputs tab Virginia DRPT Procurement Tool – (This is Figure 1- Projected Annual Bus Purchases)
Copy over “Annual Fleet Composition” from your Fleet Composition Outputs tab in the Virginia DRPT Procurement Tool –(This is Figure 2- Annual Fleet Composition)

Copy over “Total Transition Costs by Category” from your Total Cost Outputs tab in the Virginia DRPT Procurement Tool – (this is Figure 3 – Total Transition Cost by Category)
Emissions Assumptions 
Copy over “ZEB Transition Emissions Reductions Graph” from your Transition Plan Narrative Inputs here – (This is Figure 4- Emissions Reductions Graph)
Final procurement year should correspond with what’s on the Annual Bus Purchase Graph.
Conclusion
Need Language 
Element 2: Funding Needs Assessment 
Funding Assessment Overview 
Update agency name 
Available Funding Resources and Resulting Funding Shortfalls
Is there additional funding that would support your transition? If so, please describe. The listed funding opportunities below should be updated to show opportunities that the agency is exploring. Funding opportunities that are not being explored should be deleted. 
Element 3: Policy Assessment
Policy Assessment Overview
1. For each of these sections (federal, state, and local), provide an analysis of existing and future policy or legislation that the agency is considering that will support the implementation. If there are policies that may hinder the implementation of the relevant technology you are looking to implement, list that as well. 
1. Alternatively, a brief description of the research performed leading to a finding that agency does not believe policy or legislation impacts the relevant technologies is acceptable, if applicable.
Alignment with Federal Priorities and Policies 
State Policies and Goals 
Prompt: 
Respond to either (1) or (2) below: 
1. Reference any letters of support that may be indicative of state policies/goals
Listing of any state or local policies or legislation that support or hinder the implementation of relevant technology the agency is looking to implement. 
1. Discuss any state-level policies or regulations related to zero-emission bus deployments or set zero-emission transit goals (e.g., Innovative Clean Transit Regulation in California) 
1. Discuss any relevant state-level policies that affect transit bus procurements or deployments or electric charging/hydrogen fueling infrastructure.
1. Alternatively, a brief description of the research performed leading to a finding that the agency does not believe policy or legislation impacts the relevant technologies is acceptable, if applicable.
1. Based on its (discuss research performed: for example, history of operations, conversations with local and regional planners/policymakers/government affairs contacts,) there are no policies that impact the relevant technologies <Agency> plans to deploy. 
Support for Local Policy Goals
If policies do not exist as outlined in item (1) above, use Suggested language from item number (2) under [State] Policies and Goals.
Element 4: Facilities Assessment 
Prompt: Create subsections for each separate facility and use the relevant FCEB or BEB section as relevant. The On-site Energy Storage and Generation Section is included but is optional. 
Element 5: Partnership Assessment
The first paragraph in the respective BEB and FCEB sections below are meant to be introduction paragraphs. Depending on the relevant technology, pick the appropriate boilerplate language and delete the other. 
Describe existing relationship with electric utility, if applicable // Describe initial conversations with utility, if first deployment
If applicable, provide details on the following: 
1. EV rate schedules or pilot programs offered by UTILITY 
1. Necessary grid infrastructure upgrades identified
1.  Identified charging management strategies including demand charge management
1. Utility incentives available for infrastructure
Request letter of support from the utility/fuel provider for Low-No/Buses and Bus Facilities application(s) and if received reference in narrative. 

Element 6: Workforce Analysis 
Workforce Analysis Overview 
Prompt: 
The US Department of Transportation requires transit agencies to consult with labor representatives AND determine the use of at least one of the three priority consideration workforce development strategies detailed below. It is highly encouraged that your Workforce Plan includes a consistent message with your supplemental form response.
1. Describe agency’s strategy to consult with labor representatives and plan for engagement. 
1. Discuss priority considerations and agency strategy for at least one of the following:
1. Use of labor-management partnerships for training;
1. Use of registered apprenticeship training to support skilling of incumbent and entry-level, with focus on using registered apprenticeships to advance BIPOC, women and other groups facing systemic barriers to employment that may be underrepresented in the current workforce, especially in higher-paying jobs; or
1. Determine how reskilling workers to new zero-emission fleets advances agency’s broader strategy to retrain, retain and recruit employees into good-paying jobs with the choice to join a union and equitable access to training and support that helps workers stay employed. 
Completing Trainings
Prompts:
1. Discuss previous experience with zero-emission bus training, including any training related to previous ZEB deployments and including the number & type of staff trained (if applicable)
1. Note any skills/training that are vehicle-specific
1. Are any credentials/certifications required by the agency or the job function?
1. Provide a list of already available and in-use OEM/vendor SOPs, especially for safety-related tasks such as PPE, high-voltage insulated tools, working on ZEB roofs near high-voltage equipment, and de-energizing ZEBs
1. Document foundational skills & ZEB-specific skills per current agency training approach
1. List any already identified workforce development or training needs 
1. Discuss metrics of success for agency
1. Do you need to collect any preliminary benchmarking information?
Identify Training Needs 
Prompts: 
1. Describe the process through which the skills of existing workers will be assessed. The best practice is to work with labor management to conduct skills gap survey, unless the agency has resources to upskill all existing workers to work on ZEBs. 
0. At what pace will different groups of workers need to acquire ZEB skills? For example, if the agency is planning to operate a mixed fleet for a period of time, every dispatcher and service planner may need both conventional and ZEB skills immediately while an increasing fraction of operators and maintenance workers would need to transition at a time.
1. The agency should discuss, plan and identify resources that address additional skill gaps, training needs, and equipment/tools required to operate and maintain ZEBs upon delivery and going forward with consideration of previously identified workforce development strategy. Potential strategies are listed below for your agency to consider & edit. Agencies should add any training strategies applicable to their situation that are not listed.
1. Discuss the process by which training programs and partners will be identified and selected. Consider whether previous training programs have been successful of not. Describe how the current workforce was involved and will continue to be involved in the development of the training plan. 
1. Delete any of the items (1-9) that do not apply to the agency 
Workforce Development Timeline
Prompts: 
1. Provide ZEB Transition / fleet replacement timeline. 
1. Discuss staffing levels goals at different stages of deployment.
1. Discuss future workforce needs.
If training has not yet begun, state the general timeline for trainings to occur, preferably before initial or additional bus in-service dates
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