DAU-OPS-HR


CLEARANCE SHEET

Name:  _________________________________    Pay Plan/Series/Grade: ____________________          

Depart Date _______________________             Reason for Departure:  _______________________
New Employer :  _____________________________________________________________ 
Forwarding Address:  _____________________________________________________________________________________
If a particular section does not apply, simply write N/A in the Date block and initial in the Signature block
	Department/Section 
	DATE
	SIGNATURE

	1.  General Counsel:  Tim Wray - Post Federal Employment  - Bldg 202 upstairs  

     * Required only if you are retiring or resigning from Federal Employment
	
	

	2.  Property Officer:  Bldg 231
   a. Remind your office rep you are leaving DAU

   b. Dept Property Book Reps must see Property Book Officer, 7 days prior to
          departure  
	
	

	3.  Mail Center: Removal from Mailing List & Pentagon Badge – Bldg 231
	
	

	4.  Acker Library:  Scott Hall - Bldg 226
	
	

	5.  Information Systems:  Help Desk -E-mail account/user account deletion – Bldg 209
	
	

	6.  Wellness Center:  Locker Clearance - Bldg 205 basement
*Items not removed from assigned locker will be disposed of by the Center  Manager
	
	

	7.  Performance and Resource Mgmt:  Bldg 202, Room 233 
     a. Government Visa Card Program Representative
     b. Defense Travel System (DTS) POC: Justine Davis     
	
	

	8.  Faculty Only:  E-Learning - Bldg 202
	
	

	9.  Protocol:  Key Control/Parking Tag – Bldg 202, Room 113
	
	

	10.  Video Services:  Equipment checkout – Bldg 204 basement 
	
	

	11.  Operations Employees:  Exit interview with OPS Director – Call 805-5182 for Appt
	
	

	13.  Human Resources:  Bldg 204, Room 104
    a.  Return DAU Badge, Common Access Card and/or Pentagon ID Badge 

    b.  eMTS (Timekeeping)
    c.  Security Manager
    d.  Exit Survey
    e.  Tuition Assistance:  Dick David – 204/101    
	
	


I have turned in or properly transferred all classified documents except those which pertain to my official duties and for which I, as an individual, have been designated the authorized custodian; I have discharged all personal debts admittedly due and payable at this time in this area or have made satisfactory arrangements with the organizations concerned for the payment of the same; and I have further notified  my next station or post office address all other persons who are known to be presently asserting claims or demands against me or hold instruments of indebtedness made or endorsed by me.  I understand that this clearance does not relieve me of any pecuniary charge or Government property, which has been or may be raised on a Report of Survey or Report of Board of Officers in lieu of Report of Survey.

Signature:  ​​​​​​​​​​​​​​​​​​_________________________________________ 
Date:  ______________________________     
*Return to HR, Bldg 204/Room 104 upon completion*
Updated  Nov 08


