RETURN TO SCHOOL 

CHECKLIST

WITH IN ONE MONTH PRIOR TO DEPARTURE DATE:

If eligible for tuition reimbursement for next term classes, review and follow procedures available on the website listed below. (ohr.gsfc.nasa.gov/job_student/coop/tuitassis.doc)

ONE WEEK PRIOR TO DEPARTURE DATE:

______
Engineers and Business majors must submit a Co-op Work Report to the Co-op Coordinator (The report MUST be signed by your supervisor).   

______
All students must discuss, and sign, a co-op evaluation with their NASA supervisor. This evaluation should be provided to the Co-op Coordinator one week prior to the students last work day.  This will include LWOP 52.

DATE OF DEPARTURE:

______
Take your signed Timecard to Payroll Office.  This is in Bldg 18, Room 143


______
Students with health insurance premiums MUST sign the appropriate statements/forms to arrange for payment or cancellation of any premiums while on Leave With Out Pay (LWOP).  Any questions regarding your policy should be directed to Khrista White 6-8208  

______
Students who are eligible for travel reimbursement must notify their supervisor and request appropriate arrangements 

 RETURN TO DUTY CHECKLIST 
ONE MONTH PRIOR TO RETURN:   

________    Notify, in writing the GSFC CO-OP Coordinator of your expected return to duty date by completing the Return to Duty form.  A signature from your schools CO-OP Office is required.  The form can be faxed to 301-286-5588 or emailed to latonyia.n.richardson.1@gsfc.nasa.gov.  Students must return to duty on a Monday unless that day is a holiday.

ON RETURN TO DUTY DATE:

______
Report to the Office of Human Resources (Co-op Office), 

        Bldg 1, Rm 160H FIRST.



1. Submit copy of transcript/grade report.

2. Check for any additional information.

______
Report to your Manger’s Office then your assigned work site.

CONTACT INFORMATION:

NASA/GODDARD SPACE FLIGHT CENTER

                                 CODE 113 ATTN: CO-OP COORDINATOR

                                    GREENBELT, MD 20771

                                    (301)286-1340 or (301) 286-7918 Phone

                                    (301) 286-5588 FAX

113

TO: 

Co-op Student

FROM: 
GSFC Co-op Coordinator

SUBJECT:
Returning to Duty

This is a reminder of your responsibility to notify GSFC of your plans to return to work at least ONE MONTH in advance of your expected return.  Please fill in the appropriate information and return this form to the address given below or fax it to 301-286-5588. You must register with the Co-op Office at your school.  As a courtesy, please notify your supervisor, and administrative office of your expected return date. 

NASA/GSFC

Code 113 ATTN: Co-op Coordinator 

Greenbelt, MD 20771 

            ________________________________________________________

          (PRINTED NAME)                                                        (S.S.N.)

1. 
I expect to return to duty on ___________________________

2.
I am majoring in ______________________ and have completed a total of 
____________ 
hours toward my degree.

(Check One)

3.
_____
I plan to bring a copy of my grade report and/or transcript when I 



report for duty.


_____
I have made arrangements for my grades to be sent to you.

4.
I plan to drive_____/fly_____. (If you plan to fly, please indicate travel date, time of day.)

________________________________________________________ Current Telephone #

________________________________________________________School Co-op Coordinator Signature                         Date                              

