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	Please make use of this tool to ensure a smooth transition for your employee into the Code 210 Enterprise.

	

	GENERAL INFORMATION

	Building Number
	Room Number
	Telephone Number

	
	
	

	Name of Assigned Informal Mentor

	

	Procurement Manager
	*Signature / Date

	
	


*Submit completed and signed form to the Associate Chief and Cindy Cherrix within 30 days from employee’s start date.
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	PROCUREMENT MANAGER/ASSOCIATE
	

	☐	Notify Point of Contacts for the following activities:  

	
	· Computer request:  E-mail Rhonda McGrath/201. Note: provide building number, room number, and telephone number. 
· Telephone arrangements: E-mail Rhonda McGrath/201. Note: provide building number, room number, and telephone number.
· Personnel Action/Requests to fill a vacancy (NASA Enterprise Service Desk request system): E-mail Business Manager Lori Young  and 
NOPS: Updates on Monday Mornings after OST Update
SATERN:  Updates 2 Business Days after OST Update
SPACE:  Updates 1 Business Day after OST Update
WebTADS: New Employee Updates occur the 2nd Wednesday of the Pay Period 
· LISTS Directory Update:  E-mail Rhonda McGrath
· Required if employee’s Responsible Organization is changing since initial On-boarding
· Procurement Systems Accounts/210 E-mail Distribution Lists:  GSFC-DL-Code-210-SOS-Team@mail.nasa.gov
· Employee Development/Training: E-Mail Dawn Fountain/210 

	

	☐	Reviews/Completes OHCM New Employee’s Supervisor Checklist

	☐	Identifies an informal mentor for the new employee (enter mentor’s name above)

	☐	Submit MOSI ticket for keys, keycards as needed

	☐	Contacts the new employee to welcome him/her to the Procurement Operations Division (obtain Resume from Associate or Cindy Cherrix)

	☐	Encourages employee to take the mandatory IT Security Training Prior to Arrival to facilitate computer and procurement systems access. Please note: the document must be downloaded, saved, and forwarded via email to employee.

	☐	Develops workload plan for the new employee. If Pathways Intern, complete Pathways Intern Work Plan – 1st Tour.

	

	

	





	

	

		Within 1st Week of Arrival 




	


	PROCUREMENT MANAGER:

	☐	Provides a workload to new employee, and ensures workload is transferred per the Workload Transition Checklist.

	
	· Sends email to SOS Team to ensure any assigned Legacy awards are updated in SAP
· Instructs currently assigned Specialist to prepare any PPS system update to reassign buyer/CO/Invoice Approver as applicable.


	☐	Develops Performance Plan in SPACE and Reviews with Employee. 

	

	☐	Introduces new employee to management team and policy team in Building 8.


	INFORMAL OFFICE MENTOR OR PROCUREMENT MANAGER:

	☐	Takes new employee to pick up keys, keycard, and permanent badge

	☐	Shows location of supply cabinet and informs them of the ordering process

	☐	Shows new employee printer, fax and copy machines

	☐	Shows new employee WebTADS and how to fill out timecard, including appropriate WBS.  Note:  New employee uploads occur by the 2nd Wednesday of the pay period.  




		NEW EMPLOYEE




	

	☐	Complete IT Security Training (if not completed prior to arrival)

	☐	Notify Systems Team when permanent badge or X500 ID number (GS######) is assigned so bReady, PPS, and SAP accounts can be requested.

	☐	Review the New Procurement Account Set up Guidance (e-Mail from Keva Crossen) and Completes Actions per Guidance

	☐	Contact Dawn Fountain, the Procurement Training Coordinator, to schedule a time to discuss career development and training.

	☐	Review the important websites below:

	
	· Code 210 Home Page: Reviews the website, especially the Procurement Policy tab and the Employee Resources section/New Employee Orientation subsection on the Employee Info and Training and Development.
· bReady: Uses this website to access Agency Procurement Systems 
· SATERN (NASA’s training system website)

	☐	Coordinate Policy Website 1-on-1 Training – arrange training by contacting a member of the Policy team.

	☐	If travel is expected:

	
	· Contact the Financial Systems Office (or, 301-286-4436 option 2) to schedule a CGE training class.
· Contact Tammy White to apply for Government Travel card.

	
	

	☐	Submit NASA Access Management System (NAMS) request for NASA network remote access
· Review the Remote Access Guidance (VPN access) for teleworking
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