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DEPARTMENT OF GENERAL SERVICES

(GS 71) Rev 3/08                           SEPARATION DOCUMENT CHECKLIST
	Section 1                                COMPLETED BY ATTENDANCE CLERK
Complete checklist in ink and return package to OHR AT LEAST FIVE (5) working days prior to separation date.    

	EMPLOYEE’S LAST NAME
	FIRST NAME
	M.I.
	ABMS #
	AGENCY
	UNIT
	SEPARATION TYPE
	SEPARATION DATE
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Check each applicable item as you complete it and attach required documents.    
 FORMCHECKBOX 
 ABMS SEPARATION ALERT



 FORMCHECKBOX 
 EMPLOYEE ACTION REQUEST (STD 686)
       (Required for all separations, retirements and transfers)

 FORMCHECKBOX 
 DENTAL (STD 692)/VSP (DPA 695)/COBRA (HBD 85)  
 FORMCHECKBOX 
 SEPARATION CLEARANCE CHECKLIST (GS 11)

 FORMCHECKBOX 
 SEPARATION/DISPOSITION OF PERS BENEFITS (STD 687)  
      (Required for Boards and Commissions)


      
     (Required for permanent separations excluding retirements)

 FORMCHECKBOX 
 PAL OR TIMECARD (STD 634)


      
 FORMCHECKBOX 
 PST RETIREMENT BENEFIT PAYMENT APPLICATION (Sm 951)
 FORMCHECKBOX 
 LUMP SUM DEFERRAL (DC 3949)
    
     

      (Required for permanent separations of eligible employees)
	     




Section 2                                         PERSONNEL USE ONLY

	SEPARTATION
	DATE
	
	TRANSFER
	DATE

	 FORMCHECKBOX 
 SEPARATION DOCUMENT CHECKLIST
	[image: image9.wmf]


	
	 FORMCHECKBOX 
  SEPARATION DOCUMENT CHECKLIST
       (Copy in  Separated OPF)
	[image: image10.wmf]



	 FORMCHECKBOX 
    SEP. DOC. CHECKLIST TO  FISCAL /   GS-11 B&C ONLY CONTRACTED FISCAL                                                                                                          (Copy in Separated OPF)
	[image: image11.wmf]


	
	 FORMCHECKBOX 
 CLAS HISTORY PRINTED 
      (Copy in Separated  OPF)
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	 FORMCHECKBOX 
   DOCUMENT YOUR 672  
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	 FORMCHECKBOX 
 LEAVE RECONCILIATION COMPLETED
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	 FORMCHECKBOX 
  LAS HISTORY PRINTED 
      (Copy in Separated OPF)
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	 FORMCHECKBOX 
  PAL/LEAVE CARD COMPLETED AND     APPROVED
	[image: image16.wmf]



	 FORMCHECKBOX 
 LEAVE RECONCILIATION COMPLETE
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	 FORMCHECKBOX 
 PAR COMPLETED/FAXED
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	 FORMCHECKBOX 
 EMPLOYEE PURGED FROM LAS
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	 FORMCHECKBOX 
  612 COMPLETED 
       (Copy in  Separated OPF)
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	 FORMCHECKBOX 
 DIRECT DEPOSIT CANCELLED
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	 FORMCHECKBOX 
 DOCUMENT YOUR 672  
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	 FORMCHECKBOX 
 PAL/LEAVE CARD COMPLETED AND 

      APPROVED
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	 FORMCHECKBOX 
 EMPLOYEEE PURGED FROM LAS              (If applicable)
	[image: image24.wmf]



	 FORMCHECKBOX 
  ♦RETIREMENT NOTIFICATION  (PERS 197)

      (If applicable)
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	 FORMCHECKBOX 
 EMERGENCY INFORMATION

      (Copy in  Separated OPF)
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	 FORMCHECKBOX 
 PAR COMPLETED/KEYED
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	 FORMCHECKBOX 
 CURRENT APPLICATION 
      (Copy in  Separated OPF)
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	 FORMCHECKBOX 
 EAR COMPLETED
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	 FORMCHECKBOX 
  RUN ABMS SEPARATION REPORT
	[image: image30.wmf]



	 FORMCHECKBOX 
 FINAL PAY RECEIVED
	[image: image31.wmf]


	
	 FORMCHECKBOX 
 A/R SATISFIED – ONGOING FORWARDED
	[image: image32.wmf]



	 FORMCHECKBOX 
 SALARY ADVANCE REQUEST 
      (If applicable)
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	 FORMCHECKBOX 
 REVOLING FUND CLEARED
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	 FORMCHECKBOX 
 ABMS SEPARATION REPORT RAN
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	 FORMCHECKBOX 
 FINAL PAY RETURNED TO SCO  

      (If applicable)
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	 FORMCHECKBOX 
 REVOLVING FUND/ACCOUNT’S        RECEIVABLE CLEARED
	[image: image37.wmf]


	
	 FORMCHECKBOX 
 FINAL PAY RELEASED
	[image: image38.wmf]



	 FORMCHECKBOX 
 FINAL PAY RELEASED
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	 FORMCHECKBOX 
 STATEMENT OF ECONOMIC INTEREST                  (FORM 700)  (if applicable)
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	 FORMCHECKBOX 
 CHECK TURNAROUND IN ABMS/COMPLETE

      PSN VACANCY DATE IN ABMS  
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	 FORMCHECKBOX 
 I-9 ORIGINAL TO GAINING AGENCY           RETAIN COPY IN SEPARATION OPF                            
	[image: image42.wmf]



	 FORMCHECKBOX 
 STATEMENT OF ECONOMIC INTEREST (FORM 700) (If applicable)
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	 FORMCHECKBOX 
 RETIREMENT NOTIFICATION FOR CERTIFICATES/LETTER FROM DIRECTOR
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	 FORMCHECKBOX 
 DENTAL (STD 692) TO PERS RETIREMENT
     (Copy in  Separated OPF)
	[image: image45.wmf]


	
	 FORMCHECKBOX 
  NOTICE OF INTERRUPTED LEVY/GARNISHMENTS FORWARDED
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	 FORMCHECKBOX 
 COBRA AND/OR RETIREE VISION PLAN 
       (Copy in  Separated OPF)      
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	 FORMCHECKBOX 
 OPF PURGED
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	 FORMCHECKBOX 
 OPF PURGED AND PLACED INACTIVE
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	 FORMCHECKBOX 
 OPF/PAR & STD 612 MAILED
      (Copy in  Separated OPF)
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