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Sample Decision Implementation and Phase-In Checklist
Personnel Issues 






· Staffing list- final list identifying vacancies.
· Recruitment documents- position descriptions, crediting plan, etc...

Training
· Current organization training plan
· Orientation documents

· Current standard operating procedures

· Specialized training – IC specific software

Resources
· Supplies
· Equipment-computers
Logistics
· Space 
· Location of new organization

· Building access- keys, cards, parking, etc…
Information Technology
· E-mail accounts 
· Clearance and access to IC specific information –shared files, folders

· IC specific software 
Procedures
· Processing timecards

· Performance plans
Existing contracts

· Identify current contracting officer and if they will continue to monitor the contract
· Specify the work the contracts are currently performing and will be performing if applicable.

New requirements in PWS

· Additional tasks 
· Timelines
· Standards

· Workload measurement
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