Attachment 5
	
REE-10 (9/98)	U.S. Department of Agriculture
	Research, Education, and Economics Agencies
	Employee Exit Checklist

	
1.  EMPLOYEE


	
2. ORGANIZATIONAL UNIT
	
3. SEPARATION DATE

	
INSTRUCTIONS:  The administrative representative is responsible for ensuring that all items in Parts I - VI are checked.  Any items marked as no under cleared should be identified in Part VII.  The administrative representative must obtain authorization and signatures for all items listed in Part VII.  Once the status of all items has been resolved, the administrative representative completes Part VIII and forwards this form to AFM, Human Resources Division.

	
ITEM
	
ACTION
	
	CLEARED
	
CLEARED THRU
(Name/Office)
	
SIGNATURE
	
DATE

	
	
	
YES
	
NO
	
N/A
	
	
	

	
PART I - ADMINISTRATIVE

	
1.    Leave Audit (AD-717)
	
Complete and forward to HRD.
	

	

	

	

	

	


	
2.    Lump-sum Payments 
     ( AD-581)
	
Complete and forward to HRD.
	

	

	

	

	

	


	
3.    Official Listings (phones &
       assorted directories)
	
Complete AD-349, AD-1024
	

	

	

	

	

	


	
4.    Last T&A
	
Timekeeper must mark the last T&A as final.
	

	

	

	

	

	


	
5.    Retirement Forms 
       ( ARS field only)
	
Mailed SF-2802,SF-2808, SF-3106, SF-3201, TSP-BK01.
	

	

	

	

	

	


	
6.    Life Insurance Forms                 	 (ARS field only)
	
Mailed SF-2819 & SF-2821.
	

	

	

	

	

	


	
7.    Health Insurance Forms 
       (ARS field only)
	
Mailed/delivered TCC Letter, RI 79-27, SF-2810.
	

	

	

	

	

	


	
8.    Unemployment Form
       (ARS field only)
	
Mailed/delivered SF-8.
	

	

	

	

	

	


	
9.    Performance Plan
       (NASS only)
	
Forward NASS PRP Form 435B to HRD.
	

	

	

	

	

	


	
10.  AD-1126, Exit 
       Questionnaire
	
Collect and forward to HRD.
	

	

	

	

	

	


	
PART II - IDENTIFICATION/PROPERTY

	
1.    USDA Photo ID Card

	
Collect and submit to AO/LAO or HRD in HQ.
	

	

	

	

	

	


	
2.    Lock-up Pass

	
Collect and destroy (ERS return
 to COS).
	

	

	

	

	

	


	
3.    Official Government
       Passport and/or Visa
	
Return to the originating office.
	

	

	

	

	

	


	
4.    Accountable Property
    (Computers, Cell phones,
    home use equipment,
       etc.)
	
All property has been returned.
Contract warrants have been terminated. Passwords/IDs have been terminated.
	

	

	

	

	

	


	
5.    Other Accountable Items (keys, manuals, etc.)
    Transit Subsity - ERS Only
	
All accountable items have been returned.
	

	

	

	

	

	


	
6.    Reference Materials
       (Smart Ctr., Library, etc.)
	
All reference materials have been returned.
	

	

	

	

	

	


	
7.    Personal Protection and             Safety and Health (ARS only)
	
Locations -  check with AO/LAO and Safety Officer to ensure compliance and clear equipment.
	

	

	

	

	

	


	
8.    Electronic Access Card(s)
       (Building, Elevator,
       Parking, etc.)
	
Collect and return to AFM/FD  or AO/LAO for field offices.
	

	

	

	

	

	





	Part III - FINANCIAL

	
1.    Travel Advance
	
Check with designated preparer of travel advances (via NFC Travel) or with Imprest Fund
	

	

	

	

	

	


	
PART IV - SERVICE AGREEMENTS

	
1.    First Duty Station/
       Relocation Bonus
	
Verity that agreement has been fulfilled.
	

	

	

	

	

	


	
2.    Transfers/Relocations/
       Bonus
	
Verify that agreement has been fulfilled.
	

	

	

	

	

	


	
3.    Long-Term Training
       (1890, Math Stat, etc.)
	
Verify that agreement has been fulfilled.
	

	

	

	

	

	


	
PART V - CHARGE CARDS

	
1.    Travel Charge Card
	
Return to the employees supervisor/administrative representative.
	

	

	

	

	

	


	
2.    PCMS Purchase Card
	
ARS & CSREES - return to AFM/FMD.  NASS & ERS - return to agency budget office.  ITD - Cancel Password and IDs
	

	

	

	

	

	


	
3.    Supply Cards (Central
       Supply Store - HQ)
	
Return to AFM/FD.
	

	

	

	

	

	


	
4.    FTS 2000/ International              Calling Card
	
Return to AFM/ITD.
	

	

	

	

	

	


	
PART VI - SECURITY

	
1.    Debriefing
	
 Obtain signatures on AD-491.
	

	

	

	

	

	


	
2.    ADP access
	
 ARS - Contact ACS/DCS or ITD help desk.  CSREES, ERS, NASS - Contact LAN/e-mail  administrator. 
	

	

	

	

	

	


	
3.    NFC access
	
 ARS/ ACS and CSREES - call ITD help desk;  ERS -  ADP Security Officer;  NASS -  Agency Security Officer.
	

	

	

	

	

	


	
4.    Classified Materials
	
Arrange with ITD to change safe and door combinations.
	

	

	

	

	

	


	
5.    Official Records
	
Supervisor must make sure records have not been removed.
	

	

	

	

	

	


	
6.    Office Doors, Files, Desk
       keys
	
Arrange with AFM/FD (AO/LAO for ARS field) to change locks, return keys, etc.
	

	

	

	

	

	


	
7.    Official Authorizations
	
Rescind employees authorization to act for the agency (e.g. property passes, Imprest Fund, open travel authorizations, etc.)
	

	

	

	

	

	


	
PART VII - ITEMS NOT CLEARED (LIST SPECIFIC STATUS AND ACTION(S) TO BE TAKEN)

	
	ITEM
	
	STATUS
	
	ACTION
	
		SIGNATURE OF AGENCY HEAD  (OR DESIGNEE)

	
1.
	

	
 Waive     Collect
	


	
2.
	

	
 Waive     Collect
	


	
PART VIII - TO BE COMPLETED BY THE RESPONSIBLE ADMINISTRATIVE REPRESENTATIVE ONCE ALL ITEMS HAVE BEEN CHECKED.

	
Signature:
	

	
Date:
	


	
Typed Name and Title:
	




