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Employee informs AMS of 
upcoming departure from 

USAID

AMS provides AID 451-1 form 
to departing employee at least 
10 business days in advance of 

departure

Employee follows AID 451-1 
form and obtains exit 
clearances, except for 

Security

Employees schedules an 
appointment with M/ CIO 

Service Desk (cio-
helpdesk@usaid.gov) to 

return IT assets

AMS submits Service Now 
request to deactivate access to  
systems identified by employee 

on AID 451-1 form

Has employee completed 
entire AID 451-1 form?

AMS provides final sign-off 
on AID 451-1 form

Employee surrenders 
building pass to Security

Security debriefs employee and     
sends employee to HCTM for 

final exit review

HCTM reviews 
AID 451-1  form

  Has employee completed entire 
AID 451-1 form?

HCTM/Records Management 
files form and gives a copy to 

employee

HCTM/Records 
Managements sends copy of  

AID 451-1 form  to Payroll

Process Complete

Payroll reviews and signs
 AID 451-1

Payroll calculates 
indebtedness and generates 

a bill of collection,  if 
required 

Payroll pays out lump sum of 
annual leave

If Direct Hire, Payroll signs 
form and forwards copy to 

HCTM

Supervisor reviews and 
signs AID 451-1 form

If Yes

If No

If Yes

If PSC, Payroll signs form and 
forwards copy to COR 

AMS emails departing 
employee Post Employment 

Guidance Memo, Exit 
Interview instructions and 

Exit Survey link

If No

 
Exceptions for Involuntary Separations, Deaths, etc. noted in ADS 451 
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