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Off-Boarding NASA Detailees: Important Tips
Revised March 7, 2011

Important points to remember when off-boarding civil servant detailees from HQ to another NASA Center:

· There are slightly different procedures to checking out a detailee once their assignment is complete, compared to a normal employee:
· Process a check-out request as usual in CICO.  However, you’ll need to enter the following notes to ensure a smooth check-out process:

· Enter a note stating what equipment is being taken with the detailee (e.g. Blackberry, laptop, etc.) and to which center so ODIN knows what equipment needs to be picked up.  The assets can then be transferred appropriately. 

· Enter a note that only the HQ segment from their badge needs to be removed from their security badge.  (They will need the security segment from their base center once they return home)
· Type of departure should be: “Detailee Returning to NASA”

· Information you’ll need to know for the procedure:

· Person’s name or (preferably) their UUPIC

· Departure Date

· NASA center that the person will be departing to

· Description of the equipment they will be taking with them (e.g. Blackberry, laptop, etc.), and what equipment they will not be taking (left at HQ).
· Additional information about the CICO process can be found in the  “Check In Check Out (CICO) Users Guide.”
· If you need assistance when submitting a CICO request, enter a help desk ticket by calling 358-HELP or visit the HQ Help Desk online.
Information Technology & Communications Division
Page 1 of 1

