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Sustaining Knowledge Through 
Transitions

A Guide to Mitigate Knowledge Loss and Support Teams

Thank you for joining us!

• All microphones and cameras have been disabled. 

• Use the chat tool to make comments and ask questions.

• Type a “Q” before your question for easier identification.

• Today’s session is being recorded and a link to the video and slides will be provided 

to everyone a few days after the webinar. 

• Feel free to click on our APPEL KS resource hyperlinks before the webinar begins.
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Webinar begins at 1pm Eastern Time

Quick Webinars

APPEL Knowledge Services offers a varied series of one-hour webinars to 
meet the needs of NASA’s technical workforce on a range of topics. Recorded 
sessions from each series are available on the series page linked below. Quick 
Webinars and recordings of past sessions are exclusively for a NASA only 
audience and require NASA credentials to access.

Subscribe to Quick Webinars

Interested in past Quick Webinars and slides?

NASA Quick Webinar Recordings and Archives

(NASA Only – try turning on your device’s VPN if you have access issues)

https://appel.nasa.gov/subscribe/
https://appel.nasa.gov/watch-listen-learn/quick-webinars/
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Webinar begins at 1pm Eastern Time

Small Steps, Giant Leaps Podcast

Recent Episodes

EPISODE 156: A NEW ERA OF X-RAY ASTRONOMY WITH IXPE

IXPE, or the Infrared X-ray Polarimetry Explorer, is NASA’s first 
space telescope dedicated to studying X-ray polarization from 
extreme objects like black holes and quasars.

EPISODE 155: RISK MANAGEMENT AT NASA

Big or small, we all take risks nearly every day. But how does 
NASA manage it? Dr. Mary Skow, NASA’s first agency risk 
management officer, explains.

View all episodes

Small Steps Giant Leaps Logo

Subscribe to the Podcast

https://appel.nasa.gov/podcast/
https://appel.nasa.gov/podcast/
https://appel.nasa.gov/podcast/
https://appel.nasa.gov/podcast/
https://appel.nasa.gov/podcast/episode-155-risk-management-at-nasa/
https://appel.nasa.gov/podcast/episode-155-risk-management-at-nasa/
https://appel.nasa.gov/podcast/
https://appel.nasa.gov/podcast/
https://appel.nasa.gov/podcast/
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Webinar begins at 1pm Eastern Time

INSIGHT Digital Publication

INSIGHT is a monthly digital publication released by NASA's APPEL 

Knowledge Services. INSIGHT features articles and videos on topics such 

as NASA project milestones, engineering accomplishments, project 

management (PM) activities, and knowledge management efforts.  

Subscribe to INSIGHT

Latest INSIGHT Articles (click on links to view the articles)

• Parker Solar Probe Making Closest Passes to the Sun

• This Month in NASA History: Skylab Takes Shape

• NASA Spacecraft Takes Images of Asteroid

• NASA’s PUNCH Mission Will Look for Clues about the Solar Wind

https://appel.nasa.gov/subscribe/
https://appel.nasa.gov/2025/05/23/parker-solar-probe-making-closest-passes-to-the-sun/
https://appel.nasa.gov/2025/05/23/parker-solar-probe-making-closest-passes-to-the-sun/
https://appel.nasa.gov/2025/05/09/this-month-in-nasa-history-skylab-takes-shape/
https://appel.nasa.gov/2025/05/09/this-month-in-nasa-history-skylab-takes-shape/
https://appel.nasa.gov/2025/04/25/nasa-spacecraft-takes-images-of-asteroid/
https://appel.nasa.gov/2025/04/25/nasa-spacecraft-takes-images-of-asteroid/
https://appel.nasa.gov/2025/04/18/nasas-punch-mission-will-look-for-clues-about-the-solar-wind/
https://appel.nasa.gov/2025/04/18/nasas-punch-mission-will-look-for-clues-about-the-solar-wind/
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Webinar begins at 1pm Eastern Time

Connect and Learn

NASA logo and link to nasa.gov

Course Catalog Career Development Critical Knowledge

Program and Project Management Systems Engineering Lessons Learned

Knowledge Inventory

Watch, Listen, Learn Support

APPEL Knowledge Services logo and link to 
appel.nasa.gov

Join our mailing list button.

Link to appel.nasa.gov APPEL 
account on
X.

APPEL 
account on
Facebook.

APPEL 
account on
LinkedIn.

APPEL 
account on
YouTube.

https://nasa.gov/
https://appel.nasa.gov/courses/
https://appel.nasa.gov/career-development/
https://appel.nasa.gov/critical-knowledge/
https://appel.nasa.gov/program-project-management/
https://appel.nasa.gov/systems-engineering/
https://appel.nasa.gov/lessons-learned/
https://appel.nasa.gov/knowledge/
https://appel.nasa.gov/watch-listen-learn/
https://appel.nasa.gov/support/
https://appel.nasa.gov/
https://appel.nasa.gov/subscribe/
https://appel.nasa.gov/
https://twitter.com/nasa_appel
https://www.facebook.com/NASAappel
https://www.linkedin.com/showcase/nasa-appel-knowledge-services/
https://www.youtube.com/user/NASAappel
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Sustaining Knowledge Through 
Transitions

A Guide to Mitigate Knowledge Loss and Support Teams

Thank you for joining us!

• All microphones and cameras have been disabled. 

• Use the chat tool to make comments and ask questions.

• Type a “Q” before your question for easier identification.

• Today’s session is being recorded and a link to the video and slides will be provided 

to everyone a few days after the webinar. 

• Feel free to click on our APPEL KS resource hyperlinks before the webinar begins.
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Learning Objectives

• Know how to recognize critical knowledge in yourself and others

• Understand strategies to maintain knowledge continuity

• Respond to rapid transitions and sustain team knowledge
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What is Critical Knowledge?
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Critical Knowledge at NASA

“It is NASA policy to: effectively manage the Agency's technical and 

program/project management knowledge to cultivate, identify, capture, 

retain, utilize, and share knowledge in order to continuously improve the 

performance of NASA in implementing its mission…” 

NPD 7120.6a, section 1.a.1
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NASA Knowledge Community

https://appel.nasa.gov/critical-knowledge/nasa-knowledge-community/ 

Chief Knowledge Officer

Tiffany Smith

Aeronautics Research 
Mission Directorate

Ian Boyd

Ames Research Center

Tara Samuels

Armstrong Flight 
Research Center

Mark Davis

Exploration Systems 
Development Mission 

Directorate

Devin Harrison

Glenn Research Center

George Santosuosso

Goddard Space Flight 
Center

Moses Adoko

Independent 
Verification and 

Validation

Jeff Northey

Jet Propulsion 
Laboratory

Michelle Drabik

Johnson Space Center

Jim Rostohar

Kennedy Space Center

Michael Bell

Langley Research 
Center

Kevin Rivers

Marshall Space Flight 
Center

Josh Whitehead

NASA Engineering and 
Safety Center

Jim O’Donnell

NASA Engineering 
Network

Daniel Hoffpauir

Office of 
Communications, NASA 

History Division

Brian Odom

Office of the Chief 
Health and Medical 

Officer

Mark Weyland

Office of the Chief 
Human Capital Officer

Donna Queen

Office of Safety and 
Mission Assurance

Mike Lipka

Science Mission 
Directorate

Michael New

Scientific and Technical 
Information (STI) 

Program

David Kelldorf

Space Operations 
Mission Directorate

Zudayyah Taylor-Dunn

Space Technology 
Mission Directorate

David Walters

Stennis Space Center

Thomas Jacks

https://appel.nasa.gov/critical-knowledge/nasa-knowledge-community/
https://appel.nasa.gov/critical-knowledge/nasa-knowledge-community/
https://appel.nasa.gov/critical-knowledge/nasa-knowledge-community/
https://appel.nasa.gov/critical-knowledge/nasa-knowledge-community/
https://appel.nasa.gov/critical-knowledge/nasa-knowledge-community/
https://appel.nasa.gov/critical-knowledge/nasa-knowledge-community/
https://appel.nasa.gov/critical-knowledge/nasa-knowledge-community/
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Where does knowledge reside?
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How to Select the Right Tool or Approach

• Time available for transition

• Demands and commitments

• Length of experience

• Level of specialization

• Overlap with colleagues

• Available documentation

Key Objective: 

Understand How Knowledge Was Applied
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Some Ways of Maintaining Individual Knowledge

• Portfolio-Based
• Job Books/Continuity Books

• Knowledge Stewards

• Narrative
• Video Interviews

• Letter to Successor

• Transcript of Reflections

• Webinar or Lecture

• Exit Interviews

• Process-Oriented
• Checklists

• Points of Contact

• Calendar Review

• Chatbot or Form

• Open-Ended
• Ask Me Anything

• Drawings

• Maps
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Practice Scenarios
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Scenario 1

• Portfolio-Based
• Job Books/Continuity Books

• Knowledge Stewards

• Narrative
• Video Interviews

• Letter to Successor

• Transcript of Reflections

• Webinar or Lecture

• Exit Interviews

• Process-Oriented
• Checklists

• Points of Contact

• Calendar Review

• Chatbot or Form

• Open-Ended
• Ask Me Anything

• Drawings

• Maps

• 28 years at NASA

• Specialized expertise

• Highly matrixed

• 4-6 hours available
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Scenario 2

• Portfolio-Based
• Job Books/Continuity Books

• Knowledge Stewards

• Narrative
• Video Interviews

• Letter to Successor

• Transcript of Reflections

• Webinar or Lecture

• Exit Interviews

• Process-Oriented
• Checklists

• Points of Contact

• Calendar Review

• Chatbot or Form

• Open-Ended
• Ask Me Anything

• Drawings

• Maps

• 10 years NASA, 15 

industry

• Multiple projects

• Member of analyst team

• 20 hours available
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Scenario 3

• Portfolio-Based
• Job Books/Continuity Books

• Knowledge Stewards

• Narrative
• Video Interviews

• Letter to Successor

• Transcript of Reflections

• Webinar or Lecture

• Exit Interviews

• Process-Oriented
• Checklists

• Points of Contact

• Calendar Review

• Chatbot or Form

• Open-Ended
• Ask Me Anything

• Drawings

• Maps

• 3 years at NASA

• Many different functions

• Stretch assignment

• Limited time available
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Knowledge Continuity Guides: Advice for the 
Supervisor, Incoming, and Departee

Supervisor Guide Incoming Member Guide Departee Guide

https://appel.nasa.gov/wp-content/uploads/2025/05/knowledge-continuity-supervisors-guide.pdf
https://appel.nasa.gov/wp-content/uploads/2025/05/knowledge-continuity-incoming-member-guide.pdf
https://appel.nasa.gov/wp-content/uploads/2025/05/knowledge-continuity-departee-guide.pdf
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Which way is best?

The way that works!
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How can we sustain knowledge in our teams?
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Sustaining Knowledge Through Transitions Guide

Image of Sustaining Knowledge Through Transitions Guide cover page

Sustaining Knowledge 
Through Transitions
1. Assess Current Status

• Coordinate departures to the extent possible

• Assess the gaps

• Inventory commitments and current team knowledge

2. Establish Knowledge-Focused Practices to Provide 
Support
• Develop consistent lines of communication

• Provide knowledge supports

• Highlight resources

3. Maintain Knowledge-Sharing Activities for Long-Term 
Value
• Reinforce good practices for knowledge sharing among the team

• Sustain knowledge continuity through future transitions

https://nasa.sharepoint.com/:b:/r/sites/oce/Office%20of%20the%20Chief%20Engineer/Sustaining%20Knowledge%20Through%20Transitions%20Guide/Sustaining%20Knowledge%20Through%20Transitions.pdf?csf=1&web=1&e=8saELz
https://nasa.sharepoint.com/:u:/r/sites/oce/SitePages/Sustaining-Knowledge-Through-Transitions.aspx?csf=1&web=1&e=ngKdNG
https://nasa.sharepoint.com/:u:/r/sites/oce/SitePages/Sustaining-Knowledge-Through-Transitions.aspx?csf=1&web=1&e=ngKdNG
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1. Assess Current Status
0-30 days | Gather knowledge and determine how to move forward
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Assess Current Status

best practices for offboarding the accompanying

Microsoft 365 Offboarding Checklist

knowledge audit or inventory

knowledge map

Coordinate 
Departures

Determine key processes and activities of departing member and coordinate 
with the team.

Review NASA OCIO’s best practices for offboarding and the accompanying 
Microsoft 365 Offboarding Checklist to maintain shared information resources.

Assess the Gaps Identify expertise gaps within a few weeks of departure. Consider experience, 
relationships, and policy/process knowledge. 

Conduct a knowledge audit or inventory to surface high-priority gaps. 

Inventory 
Commitments

Review departing member's activities and identify areas others can cover. 
Ensure broad awareness when 1:1 transfer of responsibilities is impossible. 

Use a knowledge map if you need help describing different roles. 

https://nasa.sharepoint.com/sites/cio/SitePages/Microsoft-Copilot-365-Best-Practices.aspx
https://nasa.sharepoint.com/:w:/r/sites/cio/_layouts/15/Doc.aspx?sourcedoc=%7B2D6FA929-C06D-4F3C-BD79-2BE85D302235%7D&file=Microsoft-365-Offboarding-Checklist.docx&action=default&mobileredirect=true
https://nasa.sharepoint.com/:w:/r/sites/cio/_layouts/15/Doc.aspx?sourcedoc=%7B2D6FA929-C06D-4F3C-BD79-2BE85D302235%7D&file=Microsoft-365-Offboarding-Checklist.docx&action=default&mobileredirect=true
https://appel.nasa.gov/wp-content/uploads/2015/11/Knowledge-Audit.pdf
https://www.apqc.org/resource-library/resource-listing/getting-started-knowledge-mapping
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Assess Current Status: Questions to Ask

• What will break if the departing team member is not there? 

• What unique knowledge does the departing team member have? 

• What specialty areas were affected by recent departures?

• What expertise is available among the team and what knowledge do we 
have in place to sustain any gaps? 

• What is the team’s current knowledge and expertise versus the knowledge 
needed to meet commitments?

• Are there knowledge transfer artifacts or known processes that can help the 
current team? 
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2. Establish Knowledge-Focused Practices

15-60 days | Help your team members resolve knowledge gaps together and on their own
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Establish Knowledge-Focused Practices

document discussions, and distribute notes

Develop a strategy

resources for people in new roles

Develop 
Consistent Lines 
of 
Communication

Hold regular team meetings to review challenges, get feedback, and engage 
group knowledge. 

Design meetings intentionally, document discussions, and distribute notes to 
ensure everyone benefits from the conversation. 

Provide 
Knowledge 
Supports

Develop a strategy to ensure critical knowledge is available to the team. 

Support people in stretch assignments and help them recognize limitations

Limit low-value tasks and divide excess work assignments where possible.

Highlight 
Resources

Inventory knowledge documentation and identify any remaining barriers to 
desired team expertise.

Identify resources for people in new roles, such as points of contact, experts, 
training, mentors, cross-training opportunities and documentation. 

https://appel.nasa.gov/2024/05/09/a-guide-for-capturing-knowledge-and-lessons-learned-in-meetings/
https://appel.nasa.gov/wp-content/uploads/2018/04/Developing-KM-Plan_12-6-2023.pdf
https://appel.nasa.gov/wp-content/uploads/2022/03/kct-incoming-member-guide.pdf
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Establish Knowledge-Focused Practices: 
Questions to Ask

• How can you best elicit feedback from the team? 
• What is the best way to distribute meeting outcomes for the team?
• Do you have strong communication lines with all team members in 

order to receive requests for support? 
• Do team members recognize their limitations and know how to request 

help?
• Are there remaining barriers to knowledge continuity that can be 

resolved through training, networks, experience, or task 
rearrangement?

• Where should someone go first with questions?  Is there a way to 
request the “collective knowledge” of the team?
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3. Maintain Knowledge for Long-Term Value

60-90 days | Reinforce what’s working and integrate knowledge maintenance into everyday work 
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Maintain Knowledge for Long-Term Value

working openly to support knowledge transfer

Capture knowledge

Reinforce Good 
Practices

Celebrate knowledge sharing efforts by the team and highlight progress 
in meetings. 

Support learning opportunities with experts and guest speakers.

Try working openly to support knowledge transfer.

Sustain 
Knowledge 
Continuity

Capture knowledge as part of normal work activities and embed 
knowledge sharing in existing processes. 

Highlight examples of how team knowledge sharing solves problems. 

https://appel.nasa.gov/2024/11/18/working-openly-for-effective-knowledge-transfer/
https://nasa.sharepoint.com/sites/oce/SitePages/Knowledge-Capture-and-Transfer.aspx
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Maintain Knowledge: Questions to Ask

• What are our team’s shared stories?

• Where can we highlight and store our team’s lessons learned and 
best practices?

• How can we build into our normal work routines improved 
knowledge sharing and capture to mitigate future team 
disruptions?

• How do we celebrate and recognize the team’s capture of crucial 
knowledge?
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Knowledge Sharing Action Plan

Action Plan Elements Short-Term Goal Long-Term Goal

Goal: What knowledge do you want to share?

Context: In what situation would it be 

relevant/useful?

Action: What specific action(s) will you take in 

that context to support your goal?

Resources: What resources do you need?

Success Criteria: How will you know you’ve 

been successful?

Timeframe: By when do you need to achieve 

success?

Adapted from: https://appel.nasa.gov/wp-content/uploads/2018/03/Action-Plan-Template_20180221.pdf
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Share Your Experience and Expertise!

• What are some best practices 
you have seen, experienced, or 
implemented that have helped 
you learn a new job or role?

 

Please share with the group in 
chat!
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Additional Support

For support, examples, and templates, contact your Center or 
Mission Directorate Chief Knowledge Officer or the NASA Chief 
Knowledge Officer team.

https://appel.nasa.gov/critical-knowledge/nasa-knowledge-community/
https://appel.nasa.gov/critical-knowledge/nasa-knowledge-community/
https://appel.nasa.gov/critical-knowledge/nasa-knowledge-community/
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Q & A – What are your questions?

Webinar Feedback: Please click here to take a short four question 
survey on today’s webinar.

Interested in past Quick Webinars and slides?

NASA Quick Webinar Recordings and Archives

(NASA Only – try turning on your device’s VPN if you have access 
issues)

https://forms.office.com/g/ZC5v5ELvvj
https://appel.nasa.gov/watch-listen-learn/quick-webinars/
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Connect and Learn

NASA logo and link to nasa.gov

Course Catalog Career Development Critical Knowledge

Program and Project Management Systems Engineering Lessons Learned

Knowledge Inventory

Watch, Listen, Learn Support

APPEL Knowledge Services logo and link to 
appel.nasa.gov

Join our mailing list button.

Link to appel.nasa.gov APPEL 
account on
X.

APPEL 
account on
Facebook.

APPEL 
account on
LinkedIn.

APPEL 
account on
YouTube.

https://nasa.gov/
https://appel.nasa.gov/courses/
https://appel.nasa.gov/career-development/
https://appel.nasa.gov/critical-knowledge/
https://appel.nasa.gov/program-project-management/
https://appel.nasa.gov/systems-engineering/
https://appel.nasa.gov/lessons-learned/
https://appel.nasa.gov/knowledge/
https://appel.nasa.gov/watch-listen-learn/
https://appel.nasa.gov/support/
https://appel.nasa.gov/
https://appel.nasa.gov/subscribe/
https://appel.nasa.gov/
https://twitter.com/nasa_appel
https://www.facebook.com/NASAappel
https://www.linkedin.com/showcase/nasa-appel-knowledge-services/
https://www.youtube.com/user/NASAappel
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