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	EMPLOYEE OUT-PROCESSING RECORD


	See Instructions on Reverse

	Name of Employee (Last, First, Middle Initial)

     
	Badge #
     
	Effective Date

     
	Last Day on Duty

     

	Organization

     
	Reason for Action 

 FORMCHECKBOX 
 Resignation
 FORMCHECKBOX 
 Military

 FORMCHECKBOX 
 Suspension
 FORMCHECKBOX 
 Transfer

 FORMCHECKBOX 
 LWOP (Co-op)
 FORMCHECKBOX 
 Separation

 FORMCHECKBOX 
 Retirement
 FORMCHECKBOX 
 Termination

 FORMCHECKBOX 
 Other (Explain)

	Forwarding Address

     
	

	Signature of Supervisor
     
	

	     No   Yes
	Employee Has Been Relieved of Responsibility for
	

	1.
 FORMCHECKBOX 

 FORMCHECKBOX 

Nonexpendable Government Property (XB000)

	Signature of Property Custodian

     

	
	Signature of Property and Supply Officer

     

	2. 
 FORMCHECKBOX 

 FORMCHECKBOX 

Ethics Briefing (GS-14 and above) (XA000) 


 FORMCHECKBOX 

 FORMCHECKBOX 

SF-278 (when applicable) (XB000)
	Signature of Legal Counsel

     

	3.
 FORMCHECKBOX 

 FORMCHECKBOX 

Identification Badge (XB000)

 FORMCHECKBOX 

 FORMCHECKBOX 

Building Access Badge (XB000)
	Signature of Security Representative

     

	4.
 FORMCHECKBOX 

 FORMCHECKBOX 

Registered Documents, Classified Material, and 


Security Keys (XB000)
	Signature of NASA Security Representative

     

	5. 
 FORMCHECKBOX 

 FORMCHECKBOX 

Training Agreement (XB000) 


 FORMCHECKBOX 

 FORMCHECKBOX 

Take Home Software (XB000)
	Signature of Training Representative

     

	6. 
 FORMCHECKBOX 

 FORMCHECKBOX 

Travel Advances (XD012)

7.
 FORMCHECKBOX 

 FORMCHECKBOX 

Payroll Notified (XD012)
	Signature of Financial Management (Travel) Representative

	
	

	
	Signature of Financial Management (Payroll) Representative

	
	

	8.
 FORMCHECKBOX 

 FORMCHECKBOX 

Government Travel Credit Card (XD012)
	Signature of Financial Management Representative(s)

     

	9.
 FORMCHECKBOX 

 FORMCHECKBOX 

Authorized Signature System (XB000) 


 FORMCHECKBOX 

 FORMCHECKBOX 

Commercial Purchase Card (XB000)
	Signature of Procurement Office Representative(s)
     

	10.
 FORMCHECKBOX 

 FORMCHECKBOX 

NSSC Information Technology Systems Access





(XD030)
	Signature of Information Technology Division Representative(s)
     

	I certify that all government property (including official records) charged to me and any funds advanced to me have been returned, repaid, or adjusted.
	Signature of Employee

     

	Remarks:

     


	INSTRUCTIONS FOR COMPLETING 
EMPLOYEE OUT-PROCESSING RECORD 

	To ensure that all administrative matters are properly taken care of, the Employee Clearance Form must be completed before you leave.  The form is to be completed in accordance with the following instructions.

· To make your clearing process as easy as possible, the Human Resources and Management Services Office will initiate the form and forward it to you for completion and processing. 
· Your supervisor must sign the form in the place indicated.  You must get clearance signatures on the other items as indicated.  You are responsible for making sure that all books and other property charged to you are turned in as soon as possible.  Also, if you have property that must be transferred to another person, expedite transfer as soon as possible before leaving.

· On your last day at work, you must personally turn in your Identification Badge and building access card to the NSSC Security Manager. 

· It is important that the Employee Clearance Form be completed on the day of your departure.  If it is not completed, including the turn-in of your Identification Badge, your final paycheck may be withheld until the form is properly completed.  Return the completed form to the Human Resources and Management Services Office.  If you have any questions, please feel free to contact the Business and Administration Office, Human Resources Team.
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