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CHECK-OUT CLEARANCE PROCEDURES FOR CIVIL SERVICE 

EMPLOYEES SEPARATING FROM CIVIL SERVICE EMPLOYMENT 

(a) 

(b) 

(c) 

(d) 

(1) 

(2) 

(3) 

U.S. OPM, Guide to Processing Personnel Actions 

MCO P4400. lSOE 

Consolidated Master Labor Agreement between U.S. 

Marine Corps and American Federation of Government 

Employees 

SECNAVINST 12771.2 

Check-out/Clearance Procedures 

Civilian Employee Clearance Checklist 

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. MCIEASTO 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 

MCIEASTO to a MCIEAST-MCB CAMLEJO. 

policies and procedures and should 

4. Execution

Order has been updated from a 

It has been revised to update 

be reviewed in its entirety. 

a. Commander's Intent and Concept of Operations

(1) Commander's Intent. To ensure employees separating from 

civil service check-out from all required areas and all government­

owned property has been accounted for. 

DISTRIBUTION STATEMENT A: Approved for public release; distribution is 

unlimited. 





6. Command and Signal

a. Command

MCIEAST-MCB CAMLEJO 12715.1 CH 1 

FEB O 2 2018 

(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 

DISTRIBUTION: Bn, and WTBn) 
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CIVILIAN EMPLOYEE CLEARANCE CHECKLIST 
CLEARANCE, IN ACCORDANCE WITH MCIEAST-MCB CAMLEJ MANUAL 12000.1, IS REQUIRED PRIOR TO SEPARATION FOR ANY REASON. 

PRIVACY ACT STATEMENT 

Information contained on this form is maintained under the Systems of Records Notice Employee Performance File System Records (June 19, 2006, 71 FR 35347). 
AUTHORITY: Sections 1104, 3321, 4305, and 5405 of title 5, U. S. Code, and Executive Order 12107. PRINCIPLE: Written recommendations for awards, removals, 
demotions, denials of within-grade increases, reassignments, training, pay increases, cash bonuses, or other performance-based actions, including supporting 
documentation. PURPOSE: These records are maintained to ensure that all appropriate records on an employee’s performance are retained and are available to 
agency officials having a need for the information; to employees; to support actions based on the records; for use by the Office in connection with its personnel 
management evaluation role in the executive branch; and to identify individuals for personnel research. ROUTINE USE: Disclosure to public and private 
organizations, including news media, which grant or publicize employee awards or honors. DISCLOSURE: Mandatory for clearance of all debts to the government. 

EMPLOYEE’S NAME:    

I hereby acknowledge the following: 

I have read and understand the Disclosure of Information and Privacy Act Statement above. 

I have received the Unemployment Compensation Form SF-8 (if applicable) 

ORG/DEPT:  

The following forms will be provided by Office of Civilian Human Resources-San Diego by mail to the address I have provided: 

FEGLI Certificate and Notice of Conversion Privilege (SF-2821 & 2819); Retirement Refund Application; Notice to Separated Employees 

Concerning Disposition OPF (SF-293); Health Benefits (SF-2810) Temporary Continuity of Coverage; Operator’s Permit; TSP Withdrawal Forms 

Employee’s Signature:  Date:  

INSTRUCTIONS TO EMPLOYEE: Complete clearance requirements as indicated. Failure to properly clear the below listed offices may result in a delay in receiving your final pay. 

INSTRUCTIONS TO SUPERVISOR: Employee should arrive at the Civilian Human Resources Office – East, Building 33, between 1430 and 1500, with all items noted below signed  

      off. Time may vary according to the work schedule. 

  I certify that all government property charged to the above employee has been accounted for – turned in, recovered, or shortage reported. 

Supervisor’s Signature:  Date:  

OFFICE / PROGRAM OFFICIAL’S SIGNATURE DATE 

Purchase Card Program - Administrative Officer 
(CL-1116) (ONLY IF YOU HAVE A PURCHASE CARD) 

Card Turned In 

Travel Card Program - Administrative Officer (CL-8) Card Turned In 

Defense Travel System - Official Defense Travel Administrator 
(CL-6) 

Deleted Detached 

Security Office – Security Official 
(CL-60; IIMEF-H; NR-AS211; SB-RR440; CJ-M130) 

Department Safety Officer (ESams) (CL-1) 

Civilian Payroll – Payroll Technician 
(CL-8; IIMEF-H1; NR-AS211; SB-RR400) 

Last Work Day 

Effective Separation Date 

ID Card Center (CL-59; NR-AS187; SB-RR4; CHB-BB12) Turned in ID Card  

Vehicle Registration – PMO (CL-58; NR-AS187) 

Supply/Consolidated Issue Facility 
(CL-24; SB-RR440) 

Network Services (CL-24; NR-AS212; SB-RR440)   Desktops/Laptops/Air Cards/CAC Readers 

Wireless Devices – Department Official   Cell Phone, Blackberry, Air Card 

MCCS EMPLOYEES ONLY 
MCCS - Human Resources (1401 West Road) (CL-1401) 

  Employee deactivated in PeopleSoft

  All MCCS systems and equipment cleared 

CHRO-E - Staffing/Classification Advisory Section (CL-33) 

  **Camp Lejeune (CL); IIMEF (IIMEF); MCAS New River (NR); Stone Bay (SB); Camp Johnson (CJ); Court House Bay (CHB)** 

For Official Use Only: 

NATURE OF SEPARATION: TO EMPLOYMENT FOR FINAL ACTION (DATE) 

_ 
FORWARDING ADDRESS 

_ 
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