
A2.10 - Process Checkout

Processing
•Input Personnel Action in DCPDS

30 minutes

Processing
•Do Final check of documents and OPF
•Mail Separation package to employee*
•Purge right side of OPF
•Forward OPF to Benefits
•Forward pay documents (A2.15)

Central
Records

Maintain OPF

15 minutes

Staffing

•Receive SF-52

• Pull and verify
against OPF

Processing

Process
Action
(A2.11)

24
hrs

* Processing responsible for benefits documentation and information

60 minutes

                          Benefits
•Review close out check sheet
•Forward OPF to Central Records

                                    15 minutes


