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Code 210
Workload Transition Checklist
NOTE:  Files need to be labeled and all documents appropriately filed prior to transition.  Electronic file must be organized and up to date.

Contract Number:______________   Type of Contract: ____________________

Contractor Name:___________________________________________________

Contractor POC:  _____________Phone:___________E-mail:________________
COR NAME:________________Phone:___________E-mail:________________

Entering Contract Specialist: ________________________

Exiting Contract Specialist: _________________________

Description of Contract Files: _________________Description of Task Order Files:______
Physical Location of Files: 
_______________________________________________

Open actions to be completed by exiting Contract Specialist: _____________________________________________________
Open actions to be completed by entering Contract Specialist:

_____________________________________________________

Location of electronic files for contract/orders (should be moved to entering Specialist “employee folder” on O drive):   ____________________________.
Electronic logs transferred (award fee log, IDIQ, etc.):   YES or NO
Verified that official contract file includes signed contract and all modifications, including any electronic files for backup documents (memo to file, pre-negotiation memos, etc.):  YES or NO
Verification that Past Performance Information is current in CPARS as of _________.  If not, identify the reasons for the delay in completing the CPARS:__________________________________________.
Verified that the entering Contract Specialist e-mailed the CPARS Focal Point the contract number that is transferring from the exiting Contract Specialist:  YES or NO
Verified that RA, COR, and contractor team members have been notified by the exiting contract specialist of the transfer.  YES or NO
Verified any outstanding IRIS invoices are reassigned, if applicable (e-mail the Systems Team GSFC-DL-Code-210-SOS-Team@mail.nasa.gov requesting the invoice to be reassigned).  YES or NO or N/A
Verified that SAP or PPS has been updated accordingly to transfer PGroup assignments for open awards and Purchase Requests (PRs) to the entering contract specialist.  For PPS award actions, a PPS system change (uncheck the Generate Mod Number Box) to update the Buyer Field, and CO if applicable, is required to be created and released; for Legacy awards and open PRs to Legacy Awards
(those not in PPS), send an e-mail to the Systems Team GSFC-DL-Code-210-SOS-Team@mail.nasa.gov requesting any document(s) to be reassigned in SAP.   YES or NO
Signatures:

Exiting Specialist acknowledges that all information has been completely transitioned to entering specialist:

________________________________________Date:________________

Entering Specialist:  Acknowledges receipt of all electronic and hardcopy files as stated above:

________________________________________Date:_________________ 

Note:  Provide copy of signed form to Procurement Manager after file transfer is complete.  In addition retain a signed copy in the contract file.
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