
How to use the Agency Readiness Checklists

# Description

1 The focus of the checklist. There are three compiled checklists that are 
prepared each month – HCM/Payroll, FIN/PROC, and OCM

2
A field for you (POC) to check when the request is complete for your own 
use. Remember to notify completion of the request back to the requester 
as you have been. 

3 The title of the request 

4 As applicable, the business suite (HCM/PAY/FIN/PROC) is identified

5 As applicable, the agencies that need to complete the request are 
identified

6 The person/group in the agency who is responsible to complete the 
request

7 The NextGen email address affiliated with the request

8 The due date of the request

9 As applicable, links or references to any supporting information

10 Helpful links

Each month Agency Readiness Checklists are shared to 
POCs to provide a consolidated view of the project 
requests agencies are asked to complete to prepare for the 
implementation of GA@WORK. 

At the end of the month, POCs will receive a pulse check survey to 
share any feedback they would like to share with the project. 

Agencies need to continue to report progress and completion 
of requests with the team owning the request. You do not 
need to submit this checklist to the project team.

The delivery cadence for agency readiness checklists is as follows:
• Start of the month, you will receive the checklist.
• Throughout the month, use the checklist as a reference tool.
• End of the month, complete your pulse check within 1 week after you 

receive it.
• Monthly, a report will go to agency heads and POCs about requests 

that are not completed.

Understanding the checklist fields:
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