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REPLACES:

ISSUING OFFICE:  OAM, EO

CLEARANCE OF PERSONNEL FOR SEPARATION/TRANSFER

TOPIC:

Clearance of Personnel for Separation/Transfer tc \l2 "Clearance of Personnel for Separation/Transfer 
PURPOSE:

The objective is to ensure that all separating or transferring employees are properly cleared from the ORS by reporting to all necessary offices and turning in all appropriate NIH property.

REFERENCE:
HHS General Administration Manual, Chapter 1-90 (Clearance of Personnel for Separation or Transfer(
POLICY:

All immediate supervisors must ensure that their separating or transferring employees do so properly by completing in full the Clearance of Personnel for Separation or Transfer Form (NIH 2737-1), reporting to all clearance checkpoints, and turning in all NIH property that the employee is accountable for.

PROCEDURES:


A.
Separating/Transferring Employee
(
Informs supervisor of separation/transfer as soon as possible so proper administrative paperwork can be prepared.

(
Meets with supervisor to obtain clearance form.

(
Visits all clearance checkpoints in the order listed on the form.  It is important that the ORS Personnel Office be called for an appointment immediately upon receipt of the clearance form.  All other checkpoints should be visited on or close to the last official day of duty.

(
Turns in all NIH property, records, and correspondence before the employee's last official day of duty.

(
Signs and dates Block 14 once all checkpoints have been cleared.

(
Submits the completed form to the immediate supervisor for his/her signature before taking the form to the Administrative Office.

B.
Immediate Supervisor 
(
Submits a memorandum informing the Administrative Office of an employee's separation/transfer within a reasonable amount of time.

(
Contacts the Property Custodial Officer (PCO) or Division Property Management Representative (PMR) for an up-to-date Accountable User Report.

(
Upon receipt of the clearance form from the AO, reviews the clearance form and indicates additional checkpoints if aware of items that have not been checked by the Administrative Office.

(
Meets with the employee to discuss the clearance form and the importance of fully completing the form by visiting all checkpoints and turning in all items indicated on the form.  

(
Completes the exit property inventory on the employee's LAST official day of duty using the Accountable User Report.

(
Collects those items the employee is responsible for (uniforms, accessories, tools, supplies, etc.), and signs and dates Block 12 on the clearance form.

(
Attaches the Accountable User Report to the employee's clearance form upon completion of the exit property inventory.

(
Reviews the clearance form for proper checkpoint signatures and dates.  Informs the employee if incomplete clearances exist and ensures employee obtains them. 

(
Signs and dates Block 15 when all items to be cleared are completed.

(
Alerts Administrative Office that employee has been cleared and sends the employee to the Administrative Office.

C.
Administrative Office
(
Upon notification of an employee's separation or transfer, completes the top of the clearance form, indicates areas and checkpoint information where employee needs to report (i.e, the personnel assistant, immediate supervisor, program AO, assigned timekeeper, etc.), and retains goldenrod copy as a reminder that employee is clearing.  Also, prepares the SF-52.  

(
Sends the clearance form to the employee's supervisor.

(
Clears the items listed on the form under the Administrative Office section, and signs and dates those items checked off in Block 11.

(
Signs and dates Block 16 after the immediate supervisor has reviewed and approved the completed clearance form.

(
Provides the pink copy of the clearance form to the employee, and forwards the form to the Section/Branch Chief for signature.

(
Receives the form after the Section/Branch Chief signs it, sends yellow copy to the immediate supervisor, and files the original in the Administrative Office file.  (This replaces the goldenrod copy).

D.
Personnel Office
(
Reviews personnel issues with the employee such as (a) retirement, Thrift Savings Plan (TSP) and re-employment conditions (lump sum payout); (b) tenure and employee records; c) probationary periods; (d) payroll (annual leave payout); (e) leave questions (sick leave regulations); and, (f) transfer, continuance or conversion of health and/or life insurance coverage.

(
Gives employee TSP, health benefits, and retirement balance information if the employee is leaving the government.

(
Signs and dates the clearance form in Block 7.

E.
Timekeeper
(
Notates separation/transfer date in timekeeper's records.

(
Informs employee of his/her leave balances.

(
Ensures last time card is properly completed and submitted.

(
Obtains separating/transferring employee's forwarding address in order to mail last earnings and leave statement.

(
Signs and dates the clearance form in Block 8.

F.
All Other Checkpoints (Blocks 9, 10, 13)

(
Collects the items specified on the clearance form.

(
Signs and dates the clearance form in the appropriate block.

All previous ORS policies inconsistent with the provisions of this ORS policy are superseded.

