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NASA Headquarters

Checklist for Employee and Contractor Checkout
December 9, 2008
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This checklist is to be used by the employee/contractor checking out AND the employee’s/
contractor’s OPOC/COTR.  It is to be used as a guide to aid in the checkout process and ultimately it is the responsibility of the departing employee/contractor to ensure completion of the Checkout Checklist.
After an activity is complete, check the box to the left of each section.  Once complete, the departing employee should take this form to Room 4N23, Lora Dunn or Room 4L26, Elaine Grunther for final checkout by 2 p.m. on employee’s last day.  Contractor employees are not required to submit this form, but should use it as a guide to ensure all NASA assets are returned.
______________________________________________________________________________

Type of Departure:
___ Retirement  
___ Resignation  
___ Other: _______________      


___ Transfer to NASA Center
___ Transfer to Federal Agency 
Transfer Location:  ________________________________

· Initiate the CheckOut process within the Check In Check Out (CICO) system 2 weeks prior to employees last day.  Actionee:  OPOC/COTR of the organization loosing the employee/contractor
· Verify that all IT devices are accounted for and collected before the employee departs.   Actionees:  OPOC, Departing Employee, ODIN and HITSS Contractors.  The following is a list of IT devices that need to be collected and how they are to be retrieved:

· Cell phones, pagers, phone calling cards and Secure ID tokens.  Departing employee takes to the User Resource Center in Room CX42.

· Desktop computer seats, desktop printers and other peripheral devices.  OPOC and departing employee validates all equipment is accounted for.  Leaves in office of departing employee for ODIN to pick-up.

· Laptops, tablets, PDA’s.  OPOC collects all portable IT Devices and stores them in a safe location until ODIN/HITSS contractor picks up.

· Complete NHQ Form 253, Data Removal Control Sheet, and attach to the computer seat.  Actionee:  Departing Employee or OPOC
· Complete NHQ Form 4, Changes to the Alphabetical Section of the HQ Telephone Directory, and deliver to Room CX42.  Actionee:  Departing Employee or OPOC
· Complete and deliver NHQ Form 296, Exit Clearance Process for Records Management, to Rhonda Benning in Room 1P54.  Actionee:  Departing Employee (Civil Servants and Contractors)
· Deliver the following items.  Actionee:  Departing Employee
· Travel Credit Card:  Barbara (Barby) Birch, Room 4Q27 (Civil Servants Only)

· Colonial Parking Permits/Bicycle Cage Key: Rose Butler, Room 1B71
· Fare Subsidy Metro Check(s)/Smart Trip Card:  Rose Butler Room 1B71
      (Civil Servants Only)
· Government Passport:  John Pettit, Room 1A80 (Civil Servants Only)
· Library Books:  Library First Floor, Room 1J20

· Collect desk and cabinet keys. Leave in desk drawer of departing employee.  Actionee:  Departing Employee.

· Return NASA Badge to the Security Office, Room 1V61.   Actionee:  Departing Employee.  Any office key(s) issued by the HQ Security Office will need to be returned on final check out.

· Post-Employment Briefing – Civil servants leaving the Agency should call x2465 to schedule a post-government employment briefing with the Office of General Counsel (Room 9W39).  This is mandatory for GS-15, SES, SL, ST, Schedule C, IPA, NEX or experts or consultants and optional for anyone else.  For more information on post-employment restrictions, visit the NASA Office of General Counsel's Web page at: http://www.nasa.gov/offices/ogc/general_law/postemployment.html.

· Final Termination SF 278: If you are a public financial disclosure (SF-278) filer, you must file a final termination SF-278, Public Financial Disclosure Report, within 30 days of your last day at NASA.  This is mandatory for all SF 278 filers.  Failure to do so will result in a $200 late filing fee.  This form is located on the NASA Electronic Forms Web site: http://www.hq.nasa.gov/itcd/eforms.html. Upon completion, hand in your form, with original signature, to Valencia Shirley (x0461) in Room 9X26, or send it to:

NASA Shared Services Center



ATTN: Financial Disclosure (Human Resources)



Building 5100



Stennis Space Center, MS  39529
· NASA HQ Alumni Group:  (Civil Servants Only)
____(Initials) I agree to release my name and mailing address to the NASA HQ Alumni Group, by doing so, I authorize the Human Resources Management Division to provide this information to representatives of the NASA HQ Alumni Group ONLY.  This does not grant permission to release this information to other entities unless specific authorization is granted by me in writing.

____(Initials) I do NOT authorize the release of my name and mailing address to any entities without specific permission from me in writing.
Departing Employee:  ______________________  Signature: ____________________________

                                             (print name)
                  Date:  ___________________________
· Deliver this Checklist to Room 4N23, Lora Dunn or Room 4L26, Elaine Grunther for final checkout by 2 p.m. on employee’s last day. (Civil Servants Only).  Actionee:  Departing Employee.
· Close the Final CheckOut record in the CICO system (Civil Servants Only).  Actionee:  HR Specialist.
12/9/2008
Information Technology & Communications Division
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