New York National Guard Human Resources Office
FEDERAL TECHNICIAN OUT-PROCESSING CHECKLIST
All employees departing from the New York National Guard Federal Technician program must complete this checklist. This applies to Permanent, Indefinite and Temporary personnel. Turn this form in to the NY HRO at least 2 weeks before the effective date to ensure timely processing of actions.
Employee Name:_______________________________________________  SSAN:______ ____ _______ 
Unit/Wing: ____________________  Effective Date of Action: ________________________________
Forwarding Address: ______________________________________________________________________
Current Supervisor’s Name/Phone Number: _______________________________________________
	Reason for Leaving:
Resignation (attach documentation)  _________________  
Retirement   _______________________
Transfer (list gaining agency name, address, HR POC) 
_______________________________________________________________________________________

Other _________________________________________________________________________________




	A performance rating has been completed for the departing employee (Permanent & Indef Techs only)

Annual Rating: ______________________________ Special Outside 120 day: ____________________________

Reason: _________________________________ Supervisors Signature: ___________________________________


	


	Employee Responsibilities:
	Initials

	1.Turn in/deactivate all government issued items: GPC card, GTC card, Desk/Door/Building keys, Laptop & all peripheral IT equipment, Blackberry, cell phone, Security Badge, Official Passport

	

	2. If you are leaving the agency, contact your J6 and have your name removed from the Global Directory. 

	

	3. Ensure that all outstanding travel claims are paid/resolved. Notify your DTS administrator of your date of departure for removal from DTS.

	

	4. Ensure final timesheets have been submitted, and all time is accounted for. 

	

	5. Do you have a Time Off Award (TOA) on record? If YES, make arrangements to use it before you leave. TOA’s only transfer within National Guard Bureau.

	

	6. Are you interested in Temporary Continuation of Coverage under the Federal Employee Health Benefits (FEHB) program? If YES, contact the HRO for information (518)786-4950.

	

	7. Before turning in your CAC, establish a UserID and password to access eOPF. You will have 60 days from the date of separation to view/print your SF50 or any other documents in the electronic Official Personnel Folder (eOPF).

	

	8. Verify that HRO has proof of all Paid Military Deposits.

	

	9. If you have earned any Compensatory Time you must make arrangements to use it before you leave the New York National Guard.

	

	10. A technician who is indebted for advance annual leave that separates or retires from Federal service is required to refund the amount of the advanced leave for which he or she is indebted.

	



	Retirement Eligible Technicians ONLY:
	Initial

	1. Have you reviewed all your personnel records and confirmed your Service Computation Date? You should have received and reviewed your estimate from the Retirement/Separations HR Specialist in the HRO (518)786-4725. OPM will determine actual annuity. 

	

	2. Submit your retirement application at least 60 days prior to your requested retirement date.

	

	3. Ensure you receive your completed Benefits Notification for Retirement forms and sign them. Beneficiary Forms need to be reviewed and updated.

	

	4. Civil Service Retirees may go to http://www.opm.gov for information on post retirement issues.

	



	Supervisor Responsibilities:
	

	1. Verify if PCS costs, Retention/Relocation/Recruitment incentives were incurred within the past 12 months

	

	2. All performance appraisals have been completed. Contact HRO PAA specialist to confirm (518)786-4658

	

	3. Ensure a signed SF52/RPA for termination/resignation/separation OR application for retirement has been submitted to JFHQ Human Resources Office

	

	4. Confirm that all government issued items have been turned in/deactivated/transferred.

	

	5. Ensure that the employee’s time and attendance forms and travel vouchers are submitted and approved.

	




Technician’s Signature and Date: __________________________________________________________

Unit/Wing HR/Designee Signature and Date: _______________________________________________

HRO/Designee Signature and Date: ________________________________________________________
