	SWL EXIT INTERVIEW CHECKLIST

	NAME:  (last, first, mi)
	Organization Code:


	Date:

	Field Office Personnel – The Resident/Project Office Manager, or Chief Clerk, will conduct the exit interview for all Field Office personnel, and will forward the completed form to CESWL-DX (Executive Assistant) for permanent retention.

	OFFICE
	ROOM
	SIGNATURE

	CESWL-CT-P

Procurement Branch

VISA IMPAC Card


	7128
	

	CESWL-EM

Remove Name from Emergency Team


	B302
	

	CESWL-(Normally Supervisor)

Hand Receipt Holder ADP Equipment


	N/A
	

	CESWL-(Normally Supervisor)

Hand Receipt Holder 

Palm Device


	N/A
	

	CESWL-(Normally Supervisor)

Hand Receipt Holder 

Notebook


	N/A
	

	CESWL-IM-I Information, Integration & Implementation Branch

CEFMS Signature Card


	7409
	

	CESWL-IM-IC Communications

Telephone bills, government calling card, cellular phone, pager


	7421
	

	CESWL-IM-IV

Visual Information and Reprographics

Loaned Equipment including cameras, binoculars, projectors


	7415
	

	CESWL-IM-PC

Customer Assistance Office

E-mail/UPASS/LAN Account Deactivation (Help Request Submitted)


	7507
	

	CESWL-IM-PC

Customer Assistance Office

Notebook if taken as Loan Equipment


	7507
	

	CESWL-IM-PT

Technical Resource Center

Books, Videos, CD’s, Tapes


	7015 
	

	CESWL-LO Transportation Officer

Keys (Room and Building) 
	6528
	


	SWL EXIT INTERVIEW CHECKLIST

	OFFICE
	ROOM
	SIGNATURE

	CESWL-LO Property Officer

Property Hand Receipts


	6528
	

	CESWL-LO Property Officer

Government Credit Card Transfer or Termination
	6528
	

	CESWL-LO Transportation Officer Government Travel Card (verifies card balance and transfers or closes account.)
	6528
	

	CESWL-OC 

Post-departure employment activities, review potential ethics matters
	7012
	

	CESWL-OC

Government Claims


	7012
	

	CESWL-PA

Remove name telephone directory


	7403
	

	CESWL-PA

Forwarding Address


	7403
	

	CESWL-RM-F

Remove CEFMS Permissions


	7414
	

	CESWL-RM-F

Leave Balance
	7414
	

	CESWL-RM-F

Outstanding Payroll Debt
	7414
	

	CESWL-RM-F

Outstanding Travel Advance
	7414
	

	CESWL-RM-F

Reviews debt collection for Reports of Survey
	7414
	

	CESWL-SL

Security Identification Badge

Building ID Card
	6503
	

	CESWL-SL

Government ID Card
	6503
	

	CESWL-SL

Common Access Card
	6503
	

	CESWL-SL

Security Debriefing
	6503
	

	CESWL-SL

DA Form 2962, if Security Clearance held
	6503
	

	Engineer Credit Union (if active member)

Notification of Departure
	7205
	

	CESWL-Supervisor

PMBP Software
	N/A
	

	CESWL Supervisor

Employee completed the USACE Little Rock District Exit Survey
	N/A
	

	EXIT INTERVIEW 

Supervisor – A hard copy of any resignation RPA/SF-52 must be signed by the employee and forwarded to CESWD-HR.

	Interview Date:________________  Effective Exit Date:____________________

(   ) SF Form 52B submitted

(   ) Forwarding Address:____________________________________________

                                        ____________________________________________

                                        ____________________________________________

(   ) POC Phone #__________________________________________________

(   ) Employee was given opportunity to ask questions.

(   ) Employee was given opportunity to make suggestions or suggest         

      improvements on:  personnel policies, regulations, supervisory activities,  

      management employee relations, etc. (See USACE Little Rock District Exit Survey)

(   ) On-Line Exit Interview Survey was completed by the employee 

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

____________________________          _____________________________

Employees Signature                              Supervisor’s Signature

                                                                   Name, Title

	HUMAN RESOURCES INFORMATION

	Please contact the SWD CPAC at 1-800-453-8907 for questions concerning Human Resources matters, including the following:

Reinstatement/reemployment eligibility.

Lump sum payment of retirement deductions/deferred annuity.

Lump sum payment of annual leave (normally included with last regular pay).

The following forms will be mailed by the Civilian Personnel Operations Center (CPOC) to the address as given by you on the RPA/SF-52:

     SF 50, Notification of Personnel Action

     Unemployment Compensation

     SF 8, Notice to Federal Employees about Unemployment Compensation

     Conversion of Health Benefits

     SF 2810, Notice of Change in Health Benefits Enrollment

     Conversion of Life Insurance Coverage

     SF 2819, Notice of Conversion Privilege or SF 2821, Agency Certification of  

     Insurance Status

Department of the Army, Office of the Assistant Secretary, Manpower & Reserve Affairs, has developed an exit survey to be completed by departing employees.  Go to the website, fill in your responses and click submit on the “Submit Survey” button.  http://www.cpol.army.mil/survey/exitsurvey/survey.html 
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