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	Subcontractor Staff Augmentation Employee 

Release Checklist



	Subcontractor (SC) Staff Augmentation and Request For Offsite Affiliate Services (ROS) Employee shall execute this checklist by contacting the listed Department/Organization point of contact or designee.  This checklist must be completed prior to leaving the UCOR site for the final time prior to the release of the staff augmentation position personnel.  Completed checklists shall be provided to the SC point of contact (i.e., the company representative that works for the subcontractor) for required submittal to the UCOR Subcontract Administrator.

	Last Name:


	First Name:

     
	Middle Initial:


	Badge No:

     
	Date of Release:

     

	Subcontract No:

     
	Subcontractor Name:

     
	Work Release No:

     

	Losing Organization:

     
	Rehiring with another UCOR Subcontractor?

 FORMCHECKBOX 
 Yes      FORMCHECKBOX 
 No

If Yes, SC Name:     
	Grandfathered Employee?

 FORMCHECKBOX 
 Yes      FORMCHECKBOX 
 No

	Department / Organization
	Location / E-mail
	Must Obtain Signature

or Attach E-mail Approval

	1.
	CLEARED PROCUREMENT 

Purchasing Card (P-Card)
	E-mail Approval – Lynn Humphreys: Bldg K-1007, Room 2361, 241-1329
	Signed - Procurement (or attach e-mail approval)

	2.
	CLEARED RADIOLOGICAL CONTROL

Bioassay/TLD

If you have participated in the bioassay program (urinalysis or whole body count), call at least 10 days prior to termination.
	E-mail Approval - Karen Luffman: 
Bldg K-1007, Room 1165, 574-8988 or Melanie Nelson: K-1007, Room 1163, 576-7502
	Signed – Radiological Control (or attach e-mail approval)



	3.
	CLEARED UCOR TELECOMMUNICATIONS

Pagers, Cell phones, Blackberries, Radios, and SecurID Tokens
	E-mail Approval – Helpline (1HP):
Bldg K-1007, Room 1010, 574-8000
	Signed – Wireless Communications Liaison (or attach e-mail approval)

	4.
	CLEARED PROPERTY MANAGEMENT
All accountable Government property
	E-mail Approval  –Beverly Marhefka: Bldg 1007, Rm. 2379, 576-5622
	Signed –Property Management (or attach e-mail approval)

	5.
	CLEARED UCOR HUMAN RESOURCES
	E-mail Approval – Applicable UCOR Project HR Point of Contact or Cristy Martin: Bldg 1580, Room 245, 576-9206
	Signed – UCOR Human Resources (or attached e-mail approved)

	
	a. 
	Maintenance of UCOR Staffing Plan Database
	
	

	
	b.
	Pension Eligible (Grandfathered Employees Only)
	Email Approval –Mary Ellen Branan: Bldg K-1580, Room 249, 241-0285
	Signed – UCOR Human Resources (or attached e-mail approved)

	6.
	CLEARED TIMEKEEPING

Deactivation in ADP
	E-mail Approval – Krista Little:
Bldg. K-1007, Rm 1190, 576-1812
	Signed - Timekeeping

	7.
	CLEARED SITE RECORDS SERVICES

Drawings or records and document approved exceptions
	E-mail Approval – Ashley Ridge: 
Bldg K-1007, Room 1120, 574-6764 
	Signed – Site Record Services (or attach e-mail approval)

	8.
	CLEARED SECURITY

 FORMCHECKBOX 
 Security Keys Returned

 FORMCHECKBOX 
 Change of custodianship of security keys documented
	E-mail Approval – Jerry Sams: 
Bldg K-2527P, Room 12, 241-2635 or
David Beavers: Bldg K-2527P, Room 14, 576-5232
	Signed – Security  (or attach e-mail approval)

	 9.
	CLEARED INFORMATION SECURITY (InfoSec)

 FORMCHECKBOX 
 Transfer or appropriately destroy all classified information (submit written confirmation to InfoSec)
 FORMCHECKBOX 
 Classified combinations changed
	E-mail Approval – Jamie Johnson or Paula Woods: Bldg. K-2527-AE Trailer, 241-5291 or 576-1485
	Signed – InfoSec (or attach e-mail approval)

	10.
	CLEARED UNCLASSIFIED CONTROLLED INFORMATION (UCI) CICO

Transfer or appropriately destroy all UCI
	E-mail Approval – Teresa Fancher: 

Bldg K-1652, Room 204, 241-5318 or 

Carolee Meredith Bldg. K-1652, Room 241, 574-8327
	Signed – CICO (or attach e-mail approval)

	11.
	SITE PERSONNEL SECURITY

 FORMCHECKBOX 
 Badge Collected

 FORMCHECKBOX 
 Clearance (if applicable) (NOTE:  Debriefing shall be scheduled by contacting Site Personnel Security
	Email Approval – Jenifer Bell: 
Bldg K-1580, Room 219, 576-5035
	Signed – Site Personnel Security

	12.
	CLEARED CYBER SECURITY
Schedule UID inactivation, Transfer Program Applications, etc.
	E-mail Approval – Robert Bonner: Bldg K-1007, Room 1123, 309-4292
	Signed- Cyber Security (on attach email approval)

	13.
	The above staff augmentation employee has been cleared of all property as appropriate (e.g., records, data, manuals, books, notebooks, computer hardware and software, lab chemicals and waste, clothing, materials, magnetic media, property, tools, keys and locks, radios, and accountable materials such as precious metals, uranium, isotopes).

 FORMCHECKBOX 
 All work transition has occurred, where necessary
 FORMCHECKBOX 
 All administrative keys and/or locks have been returned and accounted.

	
	UCOR Supervisor Signature :
	
	Date:
	     

	
	
	
	
	

	After obtaining Supervisor’s signature, employee must provide the form to their employer for completion, signature and formal Submittal to UCOR.

	14.
	The stated staff augmentation employee has been released from responsibility for all above listed items either by Department/Organization signature or email (copy attached).  In addition, the following items have also been completed:

	
	 FORMCHECKBOX 
 Badge Submitted to ETTP Site Personnel Security (if not retrieved per Section 11 above)
 FORMCHECKBOX 
 Proximity or Special Access Cards Returned


 FORMCHECKBOX 
 Security Termination Briefing/Reviewed

     Security Termination Requirements

 FORMCHECKBOX 
 “L” or “Q” Clearance Disposition Action initiated (Form-238 submitted)
 FORMCHECKBOX 
 Reimbursable Relocation Expenses – Employment terminated within 12 months

	
	Subcontractor Point of Contact Signature (Required):
	
	Date:
	     

	
	
	
	
	


Note to Subcontractor Point of Contact:  This completed and signed form must be submitted by the Subcontractor representative to the applicable Subcontract Administrator (SCA) for inclusion in Subcontract records.
Note to Subcontractor Employee: If you have feedback regarding your experience working at UCOR that you would like to express, or if you have work-related concerns regarding the environment, safety, health, waste, fraud, or other work-related concerns, please contact one of the following UCOR representatives:  Libby Gilley (241-5312), ISMS/Safety Culture/Safety Conscious Work Environment; Michelle Register (574-4729), I Care/We Care (IC/WC); Sandra Rhodes (574-8463), Employee Concerns Program (ECP); or Jeff Paris (241-2006), Differing Professional Opinions (DPO).  Alternatively, submit written feedback/concerns using UCOR forms:  IC/WC0 FORM-168; ECP FORM-190; and DPO FORM-2345.  (IC/WC and ECP forms may be submitted anonymously.)
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