	CIVILIAN OUTPROCESSING CHECKLIST

	NAME:  



	ORGANIZATION:


	LAST WORKDAY:

	FORDWARDING ADDRESS:  



	This checklist is designed to assist civilian employees in clearing Fort Monroe when transferring, separating, or retiring.  Employees are in duty status when outprocessing.  Employees should annotate any item that is not applicable.  Turn in completed checklist to your supervisor.  Supervisors should maintain completed form in the Employee Work Folder.

	ACTIVITY
	WHERE
	SIGNATURE AND DATE

	Turn-in Civilian ID Card

(applicable to all employees leaving Ft Monroe)
	MILPO, Bldg 82, Room 444


	

	Obtain Retiree Card

(applicable to all retiring)
	CPAC, Bldg 82, Room 450, x. 2640


	

	Clear Civilian Pay – forwarding address

(applicable to all employees leaving Ft Monroe)
	CSR, Bldg 82, Room 450, x. 2457


	

	Benefit Counseling for employees separating from federal service (e.g., PPP, Health and Life Insurance, refund of retirement deduction, unemployment compensation) 
	CPAC, Bldg 82, Room 450, x. 2640


	

	Clear Technical and General Library 

(applicable to all employees leaving Ft Monroe)
	Bldg 133 or Bldg 7


	

	Clear Property Book

(applicable to all employees leaving Ft Monroe)
	Bldg 168


	

	Turn in Vehicle Decal

(applicable to employees leaving federal service – not retiring)
	Bldg 87, Vehicle Registration – Open Tuesday & Thursday


	

	Security Debriefing
	Contact Activity Security Officer

	

	Supervisory Exit Interview

(applicable to all employees leaving Ft Monroe)
	Contact your supervisor


	

	Turn in office keys
	Contact Activity Key Control Officer


	

	Turn in Government Credit Cards (AMEX, IMPAC and clear outstanding travel vouchers).
	Contact your Activity POC

	

	Internal Organizational Outprocessing – including action to delete USERIDs/passwords, etc
	Contact your Administrative POC


	

	Army has developed a confidential exit survey to study the reasons why people leave Army service voluntarily.  It is requested that you take 5 minutes to complete this survey, which is available at 

http://www.cpol.army.mil/survey/exitsurvey/survey.html


	I have cleared all items/offices indicated, turned in all property and documents for which I am responsible and was counseled on all items listed above.

	SIGNATURE OF EMPLOYEE


	DATE


