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CIVILIAN EMPLOYEE CLEARANCE CHECKLIST
Form title.
                                                                                                 Privacy Act Statement
AUTHORITY: 10 Unit States Code (U.S.C.) 8013,.
PRINCIPLE USES: Information is used to out-process civilian employees and to ensure they receive pertinent documents when separating.
ROUTINE USES:  This information could potentially be shared outside of the Department of Defense.
DISCLOSURE: Voluntary. Failure to provide the necessary information could hamper an employee's out-processing.
Privacy Act Statement.
REASON FOR CLEARANCE (Check One):
Reason for clearance section title.
SUPERVISOR COORDINATION
Supervisor's Coordination section title.
Supervisor coordination required to verify employee has out-processed the organization.  Ensure employee signs SF 52, Request For Personnel Action, if resigning and provides to unit's personnel liaison to submit.the request for personnel action.  Ensure employee is given his/her last four original appraisals to turn in at the Civilian Personnel Office, fill out last time card, and any internal out-processing requirements (i.e., base supply account for forms and pubs ordering, controlled area badge, Government Travel Card (GTC), and Computer Support Administrator (CSA)).
 
 
 
 
Supervisor coordination instructions.
EMPLOYEE OUT-PROCESSING REQUIREMENTS
Requirements section title.
1.  Government Purchase Card (GPC) holders must complete out-processing checklist before leaving current position.  Report to Bldg 52 or call the GPC Office at (618) 256-9316 for a copy of the checklist (if applicable)
2.  Equipment custodian report to the Base Equipment Control Officer, Bldg 4024, (618) 256-3550/2025 (if applicable).
3.  Report to Civilian Pay, Bldg P-10, Wing C, to complete Civilian Pay out-processing form and tun in Metro Pass if covered by the Metro Transportation Benefit Program.
4.  Report to Scott Library (if applicable).
5.  Report to unit/agency Security Manager to complete an AF Form 2587, Security Termination Statement.
6.  Report to 375 SFS, Bldg 755, to return in line badge (AF Form 1199, Air Force Entry Control Card, (if applicable).
7.  Report to 375 AMW/IP, Bldg 861, Room 106 or call (618) 256-1803/9080 to out-process.
8.  LWOP - Review article "Nonmilitary Leave Without Pay" on MyPers at https://gum-crm.csd.disa.mil/app/answers/detail/a_id/23534/kw/23534/p/%20 and contact the Benefits and Entitlements Service Team (BEST) for information on how LWOP affects benefits at 1-800-525-0102, Press 2, Press 2.  CPS will issue LWOP Benefits Summary.
9.  Benefits Summary for Separating Employees - Contact BEST and ask for Separation Briefing to hear benefits option at 1-800-525-0102, Press 2, Press 2.  Civilian Personnel will issue Benefits Summary for Separating Employees.
10.  Do you have FEHB?  Yes             No          .  If interested in Temporary Continuation Coverage, obtain booklet located www.opm.gov/insure/health/eligibility/tcc/index.asp and call BEST 1-800-525-0102 for guidance.
11.  Do you have FEGLI?  Yes            No          .  If interested in converting to an individual policy call BEST 1-800-525-0102 to request an SF 2821, Agency Certification of Insurance Status.
12.  An SF 2802 (CSRS) or SF 3106 (FERS), Application for Refund of Retirement Deductions, for Separating Employees are available at https://www.opm.gov.  Review article "Applying for a Refund" on MyPers at https://gum-crm.csd.disa.mil/app/answers/detail/a_id/25827/kw/25827/p/%20.
13.  Employees interested in a Deferred Annuity must contact BEST at 1-800-525-0102
14.  TSP transactions are made directly with TSP by visiting www.TSP.gov or calling the Thrift line at 1-877-968-3778.  Employees should obtain TSP Withdrawal Package located at https://www.tsp.gov/pdf/formspubs/tspbk02.pdf.
15.  Are you immediately transferring to another Air Force organization or another Department of Defense component?  Yes            No          .  If yes, Common Access Card (CAC) is retained.  Upon arrival at new organization, update e-mail certificates and organizational information with instructions provided at last stop with Civilian Personnel.
16.  Final SF 50 - Before turning in your CAC to Civilian Personnel, log onto AFPC Secure to establish a UserID and password to access your eOPF to view separate SF 50 from your personal computer.  Temporary access to eOPF for 60 days after separation.  After separation you will have to contact the A1 Service Desk for access at 1-800-525-0102, Press 8, Press 2. 
TO BE COMPLETED LAST Report to Civilian Personnel, Bldg 50, M-F between 0900-1530
17.  Turn in CAC, government passport, and last four original appraisals.  Obtain a SF 8 (Unemployment) and Records Center Information.  Obtain DD Form 1172 for Retired ID Card if eligible which is needed prior to reporting to Bldg P10 for issuance. 
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