Separation Checklist for Non-Career Appointees
	Employee Name

	Separation Date


	Agency


	Title



Items Requiring Clearance Prior to Final Salary Payment

	1. ETHICS
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Employment Negotiation and USDA Employment Ethics questions shall be directed to:

Ray Sheehan

Director, Office of Ethics

202-720-2251

Ray.Sheehan@usda.gov

	2. Security
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Security clearance information and questions shall be directed to:

Russ Ashworth

Director, Office of Security Services

202-720-0272

Russ.Ashworth@usda.gov


	3. Property (see note on next page)
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Voicemail Security Code
__________________________________

Other
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	4. HR/Personnel Office
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To schedule your exiting appointment contact:

Leslie Violette
Departmental Human Resources Division

Director

202-720-8351

Leslie.Violette@usda.gov
Post-Administration Human Resources and Benefits questions shall be directed to:

Bobbie Purcell

Director, Office of Human Capital Management

202-720-3585

Bobbie.Purcell@usda.gov


	5.  Records Management
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Records  management information and questions shall be directed to:

Colleen Snyder 
Departmental Records Officer
202-720-8020
Colleen.Snyder@usda.gov 

	Outstanding travel and voucher questions shall be directed to:

Angela Deadwiler

Supervisor, Office of Operations

202-720-3199

Angela.Deadwiler@usda.gov
Voicemail and email 

Update your outgoing voicemail messages and auto-reply email messages to make work contacts aware of the change in personnel.
 

	6. Other
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Information and questions shall be directed to:

Anthony Hulen

White House Liaison

202-720-2406

*Resignation Letter

A letter addressed to the President and carbon copying Secretary Schafer needs to be written and submitted to the White House Liaison Office before your departure.  Your letter should include the following information:

· The date of your last day at USDA

· The word "resign" or "resignation" from USDA  

· Any information that is available regarding the your future plans and forwarding contact information
· Retain a copy for your records

	Permanent Contact Information for file:
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Street Address (include apt#)

[image: image45.wmf]

      [image: image46.wmf]


[image: image47.wmf]City, State

                   [image: image48.wmf]Zip Code


[image: image49.wmf]


[image: image50.wmf]Phone (include area code)


[image: image51.wmf]


[image: image52.wmf]Email Address




This form is to be returned to the Office of the White House Liaison (219-A) upon completion. 

Items #1, 2, 4 and 5

Once you have disclosed your departure date and upon receiving this form you should call each of the referenced offices to schedule an appointment to check out.  Do not wait until your last day to schedule an appointment.  

Item #3

If you are assigned to an Agency, then the Agency is responsible for collecting and signing off on your returned equipment.

If you are assigned to the Office of the Secretary (Under/Deputy Under Secretaries and some schedule C/SES appointees assigned to a mission area office) you should contact Navid Choudhury at 202-720-1716 to schedule a time to turn in your property. 
Form AD-3002 (08/08)
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