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DOE DRP Offboarding Instructions 
You received guidance from your supervisor on the actions necessary to initiate the 
offboarding procedures. The instructions below are meant to supplement offboarding 
checklists and include information on how to access key self-service systems. 

Offboarding procedures for NNSA, BPA, PMA, and field site employees may differ slightly from 
HQ guidance, so please follow local guidance for specific requirements.  

Access to Information 
DOE system access will be deactivated when you begin administrative (admin) leave. Admin 
leave will begin no later than Saturday, April 26, 2025, unless management has approved your 
request for an extension. Please take the following actions to ensure you have access to files 
and available training after your DOE system access has been deactivated.  

Personnel Files (eOPF) 
• You are strongly encouraged to download a PDF copy of your eOPF via ESS before starting 

admin leave. After you are placed on admin leave, you will no longer have access to your 
eOPF. The PDF will be password protected, please ensure you keep this password, or you 
will not be able to access the PDF in the future.  

• Review your emergency contact information within ESS, under the Personal Information 
tab, and make any needed updates. 

Pay & Tax Information 
• Create a login with username and password at www.mypay.dfas.mil. 

• Make changes to address, direct/deposit, tax withholdings in myPay. 

• If after you begin administrative leave or leave federal service you wish to change your TSP 
allocations, you will need to obtain a username and password from TSP.gov. 

Training - Percipio 
You will continue to have access to DOE’s extensive catalog of eLearning resources, including 
topics on personal wellness, resume writing, interviewing, and numerous professional 
certifications to support you in transitioning to a new career. To access this resource, login 
with username and password at PERCIPIO. 

Retirement or Benefit Changes 
• If you are retiring or will need to make benefit changes, before going on admin leave, you 

must register in FedHR by selecting the tab for “Login and User Name” and then follow the 
“New User” instructions at the bottom of the screen.  

https://ess.doe.gov/
https://ess.doe.gov/
https://mypay.dfas.mil/#/
https://mypay.dfas.mil/
https://www.tsp.gov/
https://usdoe.percipio.com/login?state=%2F#/
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• You will be required to enter your last name, date of birth, and social security number. Once 
registered, participants can access the site from any computer within the United States 
(US) or US Territory. Use the appropriate link based on their Departmental Element: 

o HQ, Office of Inspector General (OIG) and Power Marketing Administrations 
participants must register using this link: FedHR/DOE 

o National Nuclear Security Administration (NNSA) including Naval Reactors must 
register using this link: FedHR/DOENNSA 

• Enter your retirement request in FedHR Navigator 60-90 days in advance of your 
retirement date. The appropriate SHRO/SSC Benefits Branch will process the retirement as 
normal. 

• If you are retiring from Bonneville Power Administration (BPA) must submit retirement 
applications 60-90 days in advance by contacting Benefits@bpa.gov. 

Employee Assistance Program (EAP) 
• As a reminder as a DOE employee, DOE’s EAP and its services are available to you and your 

immediate family at no cost and are confidential. Should you or a family member need 
individual counseling you may contact, at your discretion, the Federal Occupational Health 
(FOH) at 1-800-222-0364 (888-262-7848, hearing-impaired) for support.   

• For online access to work-life information, family resources, health and wellness 
presentations and interactive searchable databases please visit WorkLife4You: Member 
Login and utilize registration code USENERGY. 

• For online access to EAP information and resources, self-help assessments, webinars, 
podcasts, and more please visit FOH4YOU.  

  

https://app.fedhrnavigator.com/frbweb/logon.do?operation=index&client=DOEHQ
https://app.fedhrnavigator.com/frbweb/logon.do?operation=index&client=DOENNSA
mailto:Benefits@bpa.gov
https://www.worklife4you.com/index.html
https://www.worklife4you.com/index.html
https://magellanascend.com/?ccid=hpZiwITni/VKNrZqvUQNB6H843mPpM2G6XP9mLkU80g%3D
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Set an Out of Office Message in Outlook 
If you’ve opted into the DOE Deferred Resignation Program (DRP), you are expected to set an 
automatic reply in Microsoft Outlook. You may use the following as a template:  

Subject: Out of Office – DRP Status 

Thank you for your message. I have opted into the DOE’s Deferred Resignation Program (DRP) 
and am currently on administrative leave. 

For assistance during my absence, please contact: 

[Insert Name] at [insert.email@hq.doe.gov] 

[Optional: Second Contact Name] at [insert.email@hq.doe.gov] 

Thank you for your understanding. 

Best regards, 

[Your Name] 

[Your Title] 

[Your Office or Division] 

Return Equipment 
Return your assigned property, to include, but not limited to, keys to doors, computer, docking 
station, external camera, etc.  Contact your Resource Manager for your DE’s government 
issued property/equipment return process.    

ATAAPS Timekeeping (Updated) 
Please review the guidance in the linked document for specific instructions.   

https://www.energy.gov/media/344028


 

April 2025 Version 3  
 4 

Performance Plans (NEW) 

• Supervisors of employees who have enrolled in the DRP should complete mid-year 
performance reviews before the employee starts admin leave. If the employee is already on 
admin leave, the supervisor should complete the mid-year performance review and 
annotate DRP as the reason the employee is unavailable to sign.  

Ethics and Filing  

Public Financial Disclosure Report Filers (OGE Form 278e) 
To ensure you will have access Integrity.gov (the 278 filing system) during your admin leave 
and subsequent separation from the Department, please contact 
standardsofconduct@hq.doe.gov to provide a personal email address. This will allow you 
access to Integrity via a username, password, and authenticator app.  

Please note the important details below: 

• Periodic Transaction reports: While on admin leave, you are required to continue to file 
periodic transaction reports for any purchase, sale, or exchange of securities over $1,000. 

• Annual report: You must file your 2025 annual report on or before May 15, 2025, unless 
you have been granted an extension.  

• Termination report: You must file a termination report within 15 days before, but no later 
than 30 days after, leaving a filing position, unless you have been granted an extension. You 
do not terminate from filing position until you resign (NLT September 30, 2025) or retire 
(NLT December 31, 2025). 

• Notification of Negotiation or Agreement for Post-Employment Compensation and 
Employment: You must file STOCK Act Notifications for negotiations or agreements for 
employment or a compensation arrangement that will begin after leaving government 
service. You can, but are not required to, file a STOCK Act Notification for negotiations or 
agreements for employment or a compensation arrangement that will begin before 
separation from government service.  

• Senior Employee Termination Restrictions Form: Senior employees (those with rate of 
basic pay of $195,231) must email standardsofconduct@hq.doe.gov to receive a form to 
complete prior to separation date. You do not terminate from your filing position until you 
resign (NLT September 30, 2025) or retire (NLT December 31, 2025). 

Confidential Financial Disclosure Report Filers (OGE Form 450) 
• If you start admin leave before the due date of your report, you are not required to submit 

the report. If you have already submitted an OGE Form 450 in 2025, nothing further is 
required. 

http://www.integrity.gov/
mailto:standardsofconduct@hq.doe.gov
https://www.energy.gov/sites/default/files/2024-01/STOCK%20Act%20notification%20form%202023%20%28REVISED%29.docx
mailto:standardsofconduct@hq.doe.gov
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All Employees Considering Outside Employment/Activities 
• Even while on admin leave, all outside activity requests must be first signed by your 

supervisor or someone in your supervisory chain and then submitted to 
standardsofconduct@hq.doe.gov for approval.  

• Employees can access outside activity forms and information on GC’s Intranet page: 
Outside Employment / Activities | Department of Energy. 

Security 

DOE Cognizant Personnel Security Offices 

DOE Headquarters, Office of Security Vetting 

• HSPD-12@hq.doe.gov (uncleared) 

• PersonnelSecurity@hq.doe.gov (clearances) 

Idaho Operations Office 

• DOEIDPersonnelSecurity@id.doe.gov 

Richland Operations Office 

• DOE_Clearance_Process_Center@rl.gov 

National Nuclear Security Administration, Office of Personnel and Facility Clearances 

• PSDHD@nnsa.doe.gov 

Naval Reactors, Personnel Security Office 

• NRPERSEC.Helpdesk@nrp.doe.gov 

Office of Science, Office of Safety and Security 

• InformationReports@science.doe.gov 

BPA and PMA 

• Employees should follow local off-boarding procedures and check-in with local Personal 
Security Officers 

mailto:standardsofconduct@hq.doe.gov
https://www.energy.gov/gc/outside-employment-activities
mailto:HSPD-12@hq.doe.gov
mailto:PersonnelSecurity@hq.doe.gov
mailto:DOEIDPersonnelSecurity@id.doe.gov
mailto:DOE_Clearance_Process_Center@rl.gov
mailto:PSDHD@nnsa.doe.gov
mailto:NRPERSEC.Helpdesk@nrp.doe.gov
mailto:InformationReports@science.doe.gov

