Checkout/Clearance Sheet for Departing Staff

This form is due to the AO on the last day of appointment

Last Day at NICHD:




Name:








Lab/Branch:





Forwarding Address:












Forwarding E-Mail:




  Forwarding Phone:






Name of Graduate or Medical School (if applicable):









(Postbacc or others starting graduate or medical school)

Lab/Branch Secretary Should:

60 Days Before Departure:

□  Process Termination Paperwork :

□  Commissioned Officers:   Check with AO about receipt of PHS-1373

30-45 Days Before Departure:

□  Process Termination Paperwork :


□  VF, IRTA:  Process Termination in FPS


□  FTE:  Have Individual Complete Retirement/Resignation/Termination Form


□  Domestic Special Volunteer or Contractor: Memo to AO w/Depart Date/Forwarding Address


□  Foreign Special Volunteer or Contractor:  DIS Program Termination Form; 
(see AMB Website: http://eclipse.nichd.nih.gov/nichd/amb/index.html )
□  Check for Outstanding Travel Vouchers and Complete

□  Ask AO to Complete Program Certificate (Visiting Fellow/Clinical Fellow)
0-5 Days Before Departure:

□  Update NED with termination date

□  Remind all staff to return all library items

□  Retrieve NIH Property on Loan or Pass; Update Property System

□  Retrieve NIH ID Badge and NIH-Red Alert Critical Badge, if applicable; Send to AO Office attached to this form for retention in file
□  Retrieve Door Keys; Hold Keys for Reassignment

□  Retrieve Voice Mail Access Code; Change Message After Departure 

□  Retrieve Current E-Mail






;AO will have deleted
(Note to AO:  Don’t Send for Deletion if intermittent appointment)  
□  Retrieve WYLBUR User ID

 and Password

, if Applicable; AO will have deleted
□  Retrieve ADB User ID

 and Password

, if Applicable; AO will have deleted
□  Retrieve VPN User ID

and Password

, if Applicable; AO will have deleted
□  Retrieve NIH Pager, Cell Phone, Blackberry; Hold for Reassignment
□  Retrieve NIH Purchase/Credit Card; Send to AO Office with this form
□  Fax this Form to Institute Veterinarian for Completion; Fax to (301) 402-0502 (Attach Return Copy to Original)
□  Fax this Form to Institute Clinical Director for Completion if applicable; Fax to (301) 402-1073 (Attach Return Copy to Original)
Institute Veterinarian:

Initials



Lab/Branch Chief Should:
Initials


□  Verify Standing Orders from NIH/Outside NIH 

□  Retrieve Lab Notebooks; Index provided for large volume  
     are stopped or changed




□  Review Rental Equip & return if no longer needed 
□  Animal Protocol Amended, if applicable


□  Retrieve Index to Contents of Refrigerator/Freezer 
□  Animal Holding, Transferred to Another Scientist 

□  Ensure Radiation/Chemical/Biohazard Clearance
    or Disposed






    of bench completed
Institute Clinical Director, if applicable:
Initials


□  Ensure Delinquent Medical Records Completed
□  Ensure Clinical Protocols Amended, if applicable

□  Retrieve Pager

□  Retrieve Patient Care Parking Permit







Updated:  7/25/06
