HQ AIA CIVILIAN PERSONNEL CLEARANCE RECORD.

THE INFORMATION REQUESTED IS PROTECTED BY THE PRIVACY ACT

INSTRUCTIONS:  The individual named below is terminating employment from AIA.  The responsible person for each organization will enter his/her signature in the spaces provided to indicate the individual has cleared the organization.  Students and summer hires complete items 1, 5, 6a, 7, 8, 10, unless a security badge has been issued.  If this is the case, they must also complete Item 9.  Permanent employees are required to clear through offices 1-10. ALL departing employees, please bring this form to the Personnel Office, Bldg. 2019, 321 Hof St., after receiving applicable initials to finish clearing through the Personnel Office.  

	SECTION I                                                 PERSONAL DATA

	NAME (LAST, FIRST, MI):
	SSAN:

	ORGANIZATION ASSIGNED TO:
	FORWARDING ADDRESS & PHONE #:

	TYPE OF ACTION:
	EFFECTIVE DATE:

	SECTION II                                            SUPERVISOR COORDINATION

	Supervisor:  Ensure all internal organization areas have been cleared.  The AF Form 55 Health and Safety form should be provided to individuals to hand carry to assignments when they transfer.  Destroy the AF Form 55 one-year after personnel are separated or retired.  Supervisors remove ORIGINAL appraisals from the employee’s 971 file and forward them to HQ AIA/DPCR in a sealed envelope with the employee for their final outprocessing.  The employee’s 971 file should be retained by the supervisor for 60 days and then destroyed.

	DATE:
	TYPED OR PRINTED NAME, GRADE AND PHONE # OF SUPERVISOR
	SIGNATURE:

	BASE ACTIVITIES

	ACTIVITY
	LOCATION
	SIGNATURE

	1.  SECURITY SERV CREDIT UNION
	(IF YOU HAVE AN ACCOUNT THERE)
	

	2. GOVT ISSUED VISA CARDS

a.     AIA/FM (HQ AIA)

    b.     CPSG/RM (CPSG EMP ONLY)

c. AFIWC (AFIWC EMP ONLY)

d. JIOC (JIOC EMP ONLY)

e. 67 IOW (67 IOW EMP ONLY)
	a.  BLDG 2000 Rm. 245 6-2268

b.  BLDG 2028

c.  BLDG 2000 Rm. 337 6-2414

d.  BLDG 2007

e.  BLDG 2167
	a.____________________

b. ____________________

c. ____________________

d. ____________________

e. ____________________



	3. GOVERNMENT PURCHASE CARD

     a.  AIA/LGCP (AIA, 690 IOG, AFIWC, JIOC, 

          67 IOW, 543 IG)

     b.  CPSG/RM (CPSG EMP ONLY)
	a. BLDG 2088 Rm 11 6-2821 ext 9010

b. BLDG 2028
	a.____________________

b. ____________________

	4.  37 CPTS/FMFLT (TRAVEL & ACCT)


	BLDG 5616 Rm. 282 LAFB
3-3277
	

	5.  37 CPTS/FMFCC (CIV PAYROLL OFFICE)

(MUST BRING FINAL TIMECARD & WORK SCHEDULE)
	BLDG 5616 Rm. 282 LAFB 

3-2549/2584
	

	6.a.  COMMON ACCESS CARD (TURN IN)

   b.  37 SUP/LGSM (EQUIP CUST ONLY)

     (CUSTOMER SERVICE)

   c.  ADPE EQUIPMENT CUSTODIAN ONLY

   1. 690 CSS/IPM (HQ AIA/67IOW/JIOC ONLY)
     2. AFIWC/RM (AFIWC EMP ONLY)

     3. CPSG (follow internal procedures)
	a.  BLDG 5616 1ST FLOOR LAFB
     3-4178 or 3-6006

b.  BLDG 5160   LAFB  3-4758

c.   (1) BLDG 2000 Rm. 145, 6-2750

     (2) BLDG 2000 Rm. 318, 6-2856
	a.  _____________________                                         

b. _____________________                               

c. _____________________

	7.  EMPLOYEE’S ORGANIZATION SECURITY MANAGER (2 LTR OFFICE)
	
	

	8.  SECURITY POLICE

(PASS & ID, VEHICLE REGISTRATION)

TURN IN BASE CAR DECAL 
	BLDG 2000 Rm. 101

6-2861
	

	9.  AIA/SO DEBRIEFING

(BRING AIA FORM 31 FROM PASS & ID BLDG 2000 Rm. 101)
	BLDG 2000 Rm. 259 M-F 1300-1500 

6-2858
	

	10.  AIA CIVILIAN PERSONNEL OFFICE
(MUST BRING IN ORIGINAL APPRAISALS FROM SUPERVISORY [971] FOLDER)
	BLDG 2019, 321 HOF ST
	

	

	SECTION III                                            CERTIFICATION

	I CERTIFY THAT I HAVE DISCHARGED ALL INDEBTEDNESS TO THE GOVERNMENT AND KNOW OF NO BENEFITS OR PRIVILEGES GRANTED TO ME AS AN AIA EMPLOYEE THAT I HAVE NOT TERMINATED.

	DATE:
	SIGNATURE:


                                                                                                                                                                 HQ AIA/DPC #1   MAR 04

