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The following checklist is a guide for personnel departing from NASA Headquarters.  The checklist outlines important areas of consideration to ensure NASA-issued property is returned.  It is the responsibility of the departing employee/contractor and their Information Technology Point of Contact (IT POC) / COTR to ensure completion of the checkout process. 

	NOTE:  Upon completion of checking out, the completed checkout checklist is to be maintained by employee’s own organization.


All departing employees must complete the following forms.  These are referenced within the checklist with instructions as to where to submit the completed forms.

· NHQ Form 253 Data removal Control Sheet.  

http://server-mpo.arc.nasa.gov/Services/NEFS/NHQ_PDFData/NHQ253.pdf
· NHQ Form 296 Exit Clearance Process for Records Management.  

http://server-mpo.arc.nasa.gov/Services/NEFS/NHQ_PDFData/NHQ296.pdf
Public Financial Disclosure Filers
Departing employees who are public financial disclosure (SF-278) filers must also file a final termination SF-278, Public Financial Disclosure Report, within 30 days of their last day at NASA.  This is mandatory for all SF 278 filers.  Failure to do so will result in a $200 late filing fee.   Directions on how to complete and file your final form can be found on the General Law Section of the NASA Office of General Counsel Web page under “If You Are Leaving NASA:”  (http://www.nasa.gov/offices/ogc/general_law/ethics_resources_page.html). Your final SF 278 may be filed either electronically or by hard copy.  Please direct any questions to the Headquarters Ethics Team at (202) 358-2465 or ethicsteam@hq.nasa.gov.

NASA HQ Alumni Group
Departing NASA civil servants are also invited to join the NASA Headquarters Alumni Group.  Employees who are interested in joining the Alumni Group or have any questions concerning the Alumni Group membership or upcoming activities should contact the Alumni Group Manager, Lucy Baker lucillebaker@comcast.net. 
	Employee Name & Org:

	Last Work Day:

	These sections are to be completed by the departing employee, IT POC, ACES, and/or HITSS contractors.

	NASA-Issued IT Devices and HRIS Accounts 
	Yes
	No
	N/A
	Action Required

	Cell Phone
	
	
	
	Submit to Software Library (Room CX72)

	Pager
	
	
	
	Submit to Software Library (Room CX72)

	Telephone Calling Card
	
	
	
	Submit to User Resource Center (Room CX42)

	Secure ID/Token
	
	
	
	Submit to Software Library (Room CX72)

	Complete NHQ Form 253
	
	
	
	Place completed form on desktop equipment for ACES to retrieve (desktop computer, laptop, printer, and other peripheral devices)

	Tablet, PDAs, and other portable devices
	
	
	
	Submit all portable IT devices to Software Library (Room CX72)

	Facilities
	Yes
	No
	N/A
	Action Required

	Travel Credit Card
	
	
	
	Civil Servants only.  Submit to Room 2P39

	Complete NHQ Form 296
	
	
	
	Submit to Room 1P54 

	Colonial Parking Permits/Bicycle Cage Key 
	
	
	
	Submit to Room 1B71

	Fare Subsidy Metro Checks/Smart Trip Card 
	
	
	
	Submit to Room 1B71

	Government-Issued Passport
	
	
	
	Civil Servants only.  Submit to Room 1A80

	Library Materials
	
	
	
	Submit to Library Room 1J20

	Desk and Cabinet Keys 
	
	
	
	Place keys in desk drawer of departing employee

	Office of General Counsel 
	Yes
	No
	N/A
	Action Required

	Schedule individual post-government employment briefing
	
	
	
	Mandatory for SES, SL, ST, GS-15, Schedule C, IPA, NEX, and experts & consultants.  Optional for other employees. Call extension x2465 or email ethicsteam@hq.nasa.gov to schedule briefing with an attorney.

	Complete final Public Financial Disclosure Form (SF-278)
	
	
	
	Mandatory for all current SF-278 filers.  Must file within 30 days of last day or $200 fine. For instructions, see the “Notice to Public Financial Disclosure (SF-278) Filers Who are Leaving NASA” at http://www.nasa.gov/pdf/506060main_SF-278_Termination_Filing_Instructions%202010.pdf

	Security 
	
	
	
	

	NASA Badge
	
	
	
	Submit to Security Office (Room 1V61)

	Headquarters Office Keys
	
	
	
	Submit to Security Office (Room 1V61)

	Security Clearance Debrief
	
	
	
	Employees holding security clearances only.  (Room 1V61).  The security clearance debrief is conducted at the same time the badge and/or keys are submitted.
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