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OiECK-OUT CLEARANCE PROCEDURES FOR CIVIL SERVICE 
EMPLOYEES SEPARATING FROM CIVIL SERVICE EMPLOYMENT 

(al u. s. OPM, Guide to Processing Personnel Actions 
(b) MCO P4400.150E
(c) Consolidated Master Labor Agreement between U.S.

Marine Corps and American Federation of Government
Employees

(d) SECNAVINST 12771.2

(1) Check-out/Clearance Procedures
(2) Civilian Employee Clearance Checklist
(3) Voluntary Exit Survey

1. Situation. This Order revises the policy, establishes procedures 
and assigns responsibilities regarding the check-out/clearance 
process for employees being separated from civil service. 

2. Cancellation. MCIEAST0 12715.1.

3. Mission

a. To ensure adherence to procedures regarding the check
out/clearance process for separating civil service employees in 
accordance with references (a) through (d). 

b. summary of Revision. This Order has been updated from a 
MCIEASTO to a MCIEAST-MCB CAMLEJO. It has been revised to update 
policies and procedures and should be reviewed in its entirety. 

4. Execution

a. Commander's Intent and Concept of Operations

(1) Commander's Intent. To ensure employees separating from 
civil service check-out from all req:uired areas and all government
owned property has been accoonted for. 
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(2) Concept of Operations. Commanders may establish local 

procedures to ensure all civil setvice employees check-out of their 
organization prior to separating. 

b. Tasks

(1) Civilian Human Resources Office-East (CHRO-El shall:

(a) Advise management officials, installation
commanders, department heads, and supervisors regarding the 
check-out/clearance procedures contained in enclosure (1). 

(bl Advise and assist all management officials in 
accomplishing their duties. 

(cl Coordinate with commanders at all levels, to 
include tenant organizations, to ensure local check
out/clearance procedures are established. 

(2) Installation Commanders/Managers/Supervisors
shall: 

(a) Familiarize yourself with the provisions of
this Order, and establish local installation policy as 
necessary. 

(b) Advise employees of their duties when
separating for any reason. 

(cl Provide appropriate guidance regarding minimum 
separation requirements to employees, 

(d) Ensure separating employees complete
enclosure (2) and are provided enclosure (3) prior to 
being cleared to separate. 

(e) Coordinate with CHRO-E to ensure check-out/
clearance procedures are established at the local level, to 
include tenant organizations on the Installation. 

(3) Employees. Familiarize yourself with the 
provisions of this Order. 

5. Administration and Logistics. Recommendations concerning the
contents of this Order should be forwarded to CHRO-E for
consideration.
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6. command and Signal

a. Command
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(1) This Order is applicable to MCB CAMLEJ, its subordinate

commands and to Marine Corps Air Station (MCAS) New River and MCAS 

Cherry Point. Installation Commanders/Commanding Officers may 

adapt guidance contained in this Order. Such guidance and policy 

must be consistent with the provisions of this Order, but commands 

may adopt more detailed rules to meet specific needs. 

(2) Tenant Commands. Tenant commands supported by CHRO-E 

may elect to comply with this Order in its entirety or may describe 

more detailed rules to meet specific needs are required. 

b. Signal. This Order 
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MARINE CORPS INSTALLATIONS EAST-MARINE CORPS BASE CAMP LEJEUNE ORDER 12715.1 
Ch 1 

From: Commander 
To: Distribution List 

Subj: CHECK-OUT CLEARANCE PROCEDURES FOR CIVIL SERVICE EMPLOYEES 
SEPARATING FROM CIVIL SERVICE EMPLOYMENT 

Encl: (1) New page inserts to MCIEAST-MCB CAMLEJO 12715.1

1. Situation. To transmit new page inserts to the basic Order.

2. Mission

a. To transmit new page inserts and issue a change transmittal to the
basic Order. 

b. Summary of Change. Removed page 2 and enclosure (2) and replaced it
with an updated page 2 and Civilian Employee Clearance Checklist. 

3. Execution. Remove page 2 and enclosure (2) of the basic Order and
replace it with the corresponding page contained in the enclosure.

4. Administration and LoQistics. File this change transmittal immediately
behind the signature page of the basic Order.

A�. 
Acting 

DISTRIBUTION: A/C (plus MCAS NR, MCAS CHERPT, H&S Bn, and WTBnJ 

DISTRIBUTION STATEMENT A: Approved for public release, distribution is 
unlimited. 
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