CO-OP LAST WORK DAY PROCESS FOR INDIVIDUAL CLEARANCE 

· One week prior to your Last Work Day you and your NASA Supervisor should go over the NASA Cooperative Student Work Term Evaluation. Be sure both you and your supervisor sign the evaluation. You should turn in a report (see the Cooperative Education Handbook pg.17) if you have not done so already.

· On the day of your departure please begin processing out BEFORE 1:00 p.m. Then follow the procedures below.

· If your organization is still using the paper time cards and job labor cards: You should report to your administrative office along with your signed time card and job labor card, to pick up a clearance form. Take that form along with your time card and job labor card to HQ’s room 2206 for signatures from Payroll (7-3917).

· If you enter your time in WebTADS:  Prior to reporting to your administrative office, your current timesheet must be approved by your supervisor in WebTADS.  Then report to your administrative office to pick up a clearance form.  Take the clearance form to HQ’s room 2206 for signatures from Payroll (7-3917). 

· Then report to the Transportation Office (HQ’s 2643) and have Barbara Bronsberg (7-3680) sign in Part 1.

· Then go to the Travel office located in (HQ’s room 2276) Michelle Edelman (7-2801) and get their signature.  

· Then report to the Personnel Security Support Office (PSSO) (Barbara Zimmer 7-3595 or Lynnette Wiggins 7-3592) HQ’s room 1503 to return your badge and area permits. Barbara or Lynnette will sign the Departing Employee Clearance form in part 3 (Designated for the Security Office).  

· Report to Beth Stephenson’s office in (HQ’s room 2328). She will provide you with your travel instructions and voucher (you must sign your voucher or you will not receive travel reimbursement) 

· If you have NASA health benefits you MUST report to Sharon Lowry in (HQ’s room 2507D) to sign health benefits forms.

· Report to Co-op Coordinators office HQ’s building room 2529F with your clearance form.  

