NON-RETIREMENT SEPARATION CHECKLIST - RESIGNATION
Employee Last Name, First Name:     
IC:            

Submit the following documents as they apply to your case:

AO:

 FORMCHECKBOX 
 Manual SF-52 with employee signature/resignation letter w/forwarding address (email is acceptable)
 FORMCHECKBOX 
 Printed SF-52 from CapHR (PAR action)
 FORMCHECKBOX 
 ITAS: Notify timekeeper to enter a separation date into ITAS.  If employee served on an intermittent work schedule during the current appointment, provide the number of hours the employee worked while on the intermittent work schedule. 

 FORMCHECKBOX 
 EMPLOYEE PERFORMANCE FOLDER:  Include with the case.  

HR:

Filed on Temporary Side of OPF:

 FORMCHECKBOX 
 Printed SF-52 from CapHR

 FORMCHECKBOX 
 EMPLOYEE PERFORMANCE FOLDER:  Include with the case. 

Filed on Permanent Side of OPF:

 FORMCHECKBOX 
 Manual SF-52 with employee signature/resignation letter w/forwarding address (email is acceptable)

 FORMCHECKBOX 
 FRB Calculation for Service Computation Date (SCD) – only applicable for employees on an intermittent schedule
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