	AD-1106-1	USDA
(10-18-12)
	FINAL CLEARANCE REPORT
	(For Kansas City, St. Louis, 
	and Salt Lake City Locales Only)
	1.  FEDERAL EMPLOYEE NAME (First, Middle, Last)
	2.  EMPLOYEE PHONE NO. (Include area code)

	
	[bookmark: Text75]     
	[bookmark: Text46]     

	
	3.  LAST DAY OF ACTIVE SERVICE (MM-DD-YYYY)
	4.  ACTUAL SEPARATION DATE (MM-DD-YYYY)

	
	     
	     

	5.  ORGANIZATIONAL ENTITY WHERE EMPLOYEE WORKS
      (Provide full acronym, highest to lowest structure levels; i.e., FSA-ITSD-ADC-PARMO) and CITY LOCATION
	6.  CUBE/ROOM ASSIGNMENT

	[bookmark: Text70]     
	[bookmark: Text76]     

	[bookmark: Check9][bookmark: Check10][bookmark: Check11][bookmark: Text69]|_| Kansas City     |_| St. Louis     |_| Salt Lake City
	

	7.   INSTRUCTIONS:  This form is for use by Kansas City/St. Louis Farm Service Agency (FSA), FSA-Aerial Photography Field Office in Salt Lake City, Utah (APFO), and Kansas City Risk Management Agency (RMA).  Office of the Chief Information Officer, Information Technology Services (OCIO, ITS) employees who are physically located in Kansas City should use only Blocks 11 (IT Equipment) and 14 (Physical Security (LincPass Cards/Site Badges) or Property Items Under FSA Control) on this form for accountability of items specific to the Kansas City location.  The supervisor of a separating OCIO, ITS employee (KC or St Louis) will:  (1) initiate a Security Access Authorization Request (SAAR) via the Remedy Service Request Management System to have logon IDs/accounts disabled and sign off in Block 13 and (2) contact the HR service provider at Bureau of Public Debt (BPD) and use the exit process provided on the BPD website, as well as any OCIO, ITS policy regarding the exit process.
a. When an employee is separated for any reason (i.e., leaving Federal Government, transfer to another Federal agency, deceased, etc.), this form will be prepared.  On or before the last active duty day, form must be hand carried through all appropriate check-off points to obtain clearances.  DO NOT MAIL.
b. Employee’s supervisor (or designee) shall debrief employee as it pertains to employee’s work area or other relevant information.  Employee will be instructed to proceed to check-off points as shown below.     If doing so in advance permits, it is highly encouraged that separating employee schedule an appointment/approximate time to meet with check-off contact (or designee) to avoid lengthy delays in the checkout process.  NOTE:  For St. Louis FSA employees, the supervisor handles the entire clearance process with the employee.
c. All “initial” boxes must be initialed by staff member representing the clearing organization.  Persons who indicate clearance by their initials are certifying that internal processes have been completed and/or property, equipment, or other items have been collected, as appropriate.  Use Block 18 to enter any remarks, as necessary.
d. Kansas City FSA/RMA Federal employees are responsible for returning the completed AD-1106-1 along with Forms AD-581, Lump Sum Leave or COMP Time Payments; and FSA-358, Audit for Leave Year, to the Human Resources Division, Talent Acquisition Branch (HRD, TAB).  APFO/St. Louis FSA Federal employees shall provide these documents to their supervisor/designee.  APFO/St. Louis FSA supervisor/designee shall ensure forms are forwarded to HRD, TAB.
e. HRD, TAB will complete final certification.  For APFO/FSA/RMA Federal employees, HRD, TAB will ensure that a copy of the AD-1106-1 is filed in the employee’s Official Personnel Folder (OPF).

	8.  Action To Be Taken By Employee’s Supervisor (or Designee)

	Applicable To
		INTERNAL PROCESSES COMPLETED AND/OR ITEMS TO BE COLLECTED
	Yes
	N/A
	Initials of Person 
Completing Action and/or 
Taking Possession of Item(s)

	APFO, FSA, RMA
	SF-52, Notice of Personnel Action, initiated
	 
	 
	

	APFO, FSA, RMA
	Debriefing discussion about work area or other relevant information, completed
	 
	 
	

	APFO, FSA, RMA
	Service agreement fulfilled, as applicable
	 
	 
	

	APFO, FSA, RMA
	AD-581, Lump-Sum Leave or Compensatory Time Payments, attached
	 
	 
	

	FSA, RMA
	FSA-358, Audit for Leave Year, attached
	 
	 
	

	APFO, FSA, RMA
	[bookmark: Text53]Outstanding travel advance identified - Show amount:       
	 
	 
	

	FSA
	FSA-13-A , Data Security Access Authorization Form, attached
	 
	 
	

	RMA
	FCIC-586, RMA Security Access Authorization Form, attached
	 
	 
	

	APFO, FSA, RMA
	Federal Records – identify and protect according to Records Management Policy and in light of any Records Freeze that may affect records.
	 
	 
	

	FSA
	AD-1106-2, Records Management Exit Clearance Process Form, attached
(see Notice AS-2243 dated October 4, 2012)
	 
	 
	

	APFO, FSA, RMA
	Video tapes/books (training) – return to Human Resources Division, as appropriate
	 
	 
	

	APFO, FSA, RMA
	Advise employees to go on-line to complete an Exit Interview Survey:  https://wdcprod81.sc.egov.usda.gov/ExitInterview.  Employees who do not have Internet access may be interviewed in person or by telephone before separating from the agency.  Employees needing an in-person interview should contact their agency’s OCR, CRCOS; HRD; or State Office administrative officer at least 2 weeks before leaving to schedule an exit interview appointment.  Interviewers include civil rights specialists, human resources specialists, and other office staff; however, employees leaving the agency should not be interviewed by current or past supervisors.
	 
	 
	

	CERTIFYING OFFICIAL SIGNATURE
(i.e., Supervisor or designee)
	TITLE
	PHONE NO.
(Include Area Code)
	DATE

	[bookmark: Text54]     
	[bookmark: Text55]     
	[bookmark: Text56]     
	     



	AD-1106-1 (PAGE 2)

	9.  Government PURCHASE Cards (i.e., VISA, etc.)

	Applicable To
	INTERNAL PROCESSES COMPLETED AND/OR ITEMS TO BE COLLECTED
	Yes
	N/A
	Initials of Person 
Completing Action and/or 
Taking Possession of Item(s)

	
	Collects, shreds, and notifies Acquisition Management Division to delete accounts.  Ascertains whether or not exiting employee has a purchase card or Integrated Acquisition System (IAS) account.  If they do, AMD ensures that purchase card transactions are reconciled, the cards are collected and destroyed, and the accounts closed.  If appropriate, AMD makes sure that the exiting person’s IAS account is also closed.
	 
	 
	

	FSA, 
RMA

APFO
	[bookmark: Text58]FSA – Acquisition Management Division, Kansas City (AMD-KC)
Local Agency Program Coordinator (LAPC), 816-926-6260, Inside Room 108  - Secured entry; knock on door.

Operations Chief, 801-844-2903, Room 004  

	CERTIFYING OFFICIAL SIGNATURE
(Supervisor or designee)
	TITLE
	PHONE NO.
(Include Area Code)
	DATE

	     
	     
	     
	     

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	10.  Government TRAVEL Cards

	Applicable To
	INTERNAL PROCESSES COMPLETED AND/OR ITEMS TO BE COLLECTED
	Yes
	N/A
	Initials of Person 
Completing Action and/or 
Taking Possession of Item(s)

	
	Collects, cancels and shreds
	 
	 
	

	FSA



APFO

RMA
	FSA – Policy, Accounting, Reporting, and Loan Center, Financial Reporting Support Group (PARLC, FRSG)
AOPC representative:  816-926-6134, cube 2NE093;Alternate:  816-926-6507, cube 2NE100; or 
Chief, 816-926-1142, Room 236

Operations Chief, 801-844-2903, Room 004 

RMA – Financial Management Staff, Accounting Branch (RMA, FMS, AB)
Travel Coordinator, 816-926-7975, cube 4NW112

	CERTIFYING OFFICIAL SIGNATURE
(Supervisor or designee)
	TITLE
	PHONE NO.
(Include Area Code)
	DATE

	     
	     
	     
	     

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	11.  IT Equipment

	Applicable To
	INTERNAL PROCESSES COMPLETED AND/OR ITEMS TO BE COLLECTED
	Yes
	N/A
	Initials of Person 
Completing Action and/or 
Taking Possession of Item(s)

	
	Blackberries
	 
	 
	

	
	Broadband cards
	 
	 
	

	
	Cellular telephone
	 
	 
	

	
	Laptops and/or tablets
	 
	 
	

	
	Pagers
	 
	 
	

	
	PDAs
	 
	 
	

	
	Telephone calling/GETS cards
	 
	 
	

	
	Other IT equipment (specify):       
	 
	 
	

	


FSA; 
OCIO, ITS
(KC only)





FSA
(STL only)

APFO


RMA
	Collects and determines if item(s) are serviceable.  If yes, placed in storage room, then recycled, as appropriate.  APFO can (1) keep, reassign, and notify appropriate Kansas City OCIO, ITS entity or (2) send back to Kansas City, as deemed appropriate.

(Collection point for all items shown above except laptops and/or tablets)
OCIO – Information Technology Services, Technical Support Division, Telecom Operations Branch (OCIO, ITS, TSD, TOB)
Chief, 816-926-6752, Room 254

(Laptop and/or tablet collection only)
OCIO – Information Technology Services, Technical Support Division – Large Office (OCIO, ITS, TSD, LO)
Kansas City PC Store Drop-Off Location, 816-926-3435, Room G38 and see Chief, 816-926-1725, Room 255 for sign-off.

OCIO – Information Technology Services, Technical Support Division – Large Office (OCIO, ITS, TSD, LO)
Chief, 314-457-3160, Building 105-2 F36, FC-85, 4300 Goodfellow Blvd. 

OCIO – Information Technology Services, Technical Support Division – Large Office (OCIO, ITS, TSD, LO)
Systems Administrator, 801-844-2936, Room 76

RMA –  Desktop Support Team
Drop-Off Location, 816-926-1775, Room G63

	CERTIFYING OFFICIAL SIGNATURE
(Supervisor or designee)
	TITLE
	PHONE NO.
(Include Area Code)
	DATE

	     
	     
	     
	     

	LAPTOPS AND/OR TABLETS ONLY - CERTIFYING OFFICIAL SIGNATURE (Supervisor or designee)
	TITLE
	PHONE NO.
(Include Area Code)
	DATE

	     
	     
	     
	     



	AD-1106-1 (PAGE 3)

	12.  Network and Drives

	Applicable To
	INTERNAL PROCESSES COMPLETED AND/OR ITEMS TO BE COLLECTED
	Yes
	N/A
	Initials of Person 
Completing Action and/or 
Taking Possession of Item(s)

	
	Access to Network and drives disabled
	 
	 
	

	FSA
(KC only)

FSA
(STL only)

APFO


RMA
	[bookmark: Text72]FSA Emergency Preparedness Division, Kansas City EPD Staff Chief, 816-926-1714, Room 113 will sign for Information Technology Services Division, Operations and Testing Center, Information Security Office and fax AD-1106-1 to 877-828-2061.

[bookmark: Text73]St. Louis entity will notify Kansas City FSA, ITSD, OTC, Information Security Office to deactivate IDs/accounts by faxing AD-1106-1 to 816-627-0687.


Chief, Technological Services Branch, 801-844-2970, will fax AD-1106-1 to 816-627-0687.

RMA – Chief Information Officer, Information Systems Security Branch (RMA-CIO-ISSB)
Chief, 816-823-1950, Room 193

	CERTIFYING OFFICIAL SIGNATURE
(Supervisor or designee)
	TITLE
	PHONE NO.
(Include Area Code)
	DATE

	     
	     
	     
	     

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	13.  Logon IDs and Accounts

	Applicable To
	INTERNAL PROCESSES COMPLETED AND/OR ITEMS TO BE COLLECTED
	Yes
	N/A
	Initials of Person 
Completing Action and/or 
Taking Possession of Item(s)

	
	Logon IDs/accounts disabled
	 
	 
	

	
	Applicable data security access authorization forms collected (i.e., FSA-13-A for APFO/FSA or 
FCIC-586 for RMA)
	 
	 
	

	FSA
(KC only)

FSA
(STL only)

OCIO, ITS


APFO

RMA

	FSA Emergency Preparedness Division, Kansas City EPD Staff Chief, 816-926-1714, Room 113 will sign for Information Technology Services Division, Operations and Testing Center, Information Security Office and fax AD-1106-1 to 877-828-2061.

St. Louis entity will notify Kansas City FSA, ITSD, OTC, Information Security Office to deactivate IDs/accounts by faxing AD-1106-1 to 816-627-0687.


[bookmark: Text71]Supervisor of an OCIO, ITS employee shall initiate a Security Access Authorization Request (SAAR) via the Magic Self-Service Desk System to have logon IDs/accounts disabled.  Direct any questions to OCIO, ITS, Operations Security Branch, 816-823-1619.

Chief, Technological Services Branch, 801-844-2970, will fax AD-1106-1 to 816-627-0687.

RMA – Chief Information Officer, Information Systems Security Branch (RMA-CIO-ISSB)
Chief, 816-823-1950, Room 193

	CERTIFYING OFFICIAL SIGNATURE
(Supervisor or designee)
	TITLE
	PHONE NO.
(Include Area Code)
	DATE

	     
	     
	     
	     

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	14.  Physical Security (LincPass Cards/Site Badges) or Property Items Under FSA Control

	Applicable To
	INTERNAL PROCESSES COMPLETED AND/OR ITEMS TO BE COLLECTED
	Yes
	N/A
	Initials of Person 
Completing Action and/or 
Taking Possession of Item(s)

	
	Government LincPass card or site badge (building access) – subsequent action to be taken, as appropriate:
a. Issuance of retiree site badge 
(PLEASE NOTE:  Federal retirees must request a retiree site badge.)
b. Issuance of temporary site badge (other separations) so individual can continue with check-off process throughout building.  Dropping off site badges at Front Security Desk or elsewhere is discouraged.
	 
	 
	

	
	Parking permits (includes disabled permits)
	 
	 
	

	
	Keys (room and individual cubicle keys for filing cabinets, desks, etc.)
	 
	 
	

	
	2-way radio
	 
	 
	

	FSA;
OCIO, ITS;
RMA
(KC only)

APFO

FSA
(STL only)




	(Physical Security (LincPass cards and site badges) only):
[bookmark: Text68]FSA Emergency Preparedness Division, Kansas City EPD Staff Chief, 816-926-1714, Room 113
(Property Items Under FSA Control only):  Property Management Specialist, 816-926-1517, cube 1SW014


Operations Chief, 801-844-2903, Room 004 

(Collection of Government LincPass cards and site badges only):
FSA – Kansas City Information Technology Services Division, Applications Development Center,
Farm Credit Applications Office (KCITSD, ADC, FCAO), Office Assistant, 314-539-6499, cube 2SW044

Except for LincPass cards and site badges, St. Louis employee shall turn in any other applicable items to employee’s 
supervisor/designee for disposition.

	CERTIFYING OFFICIAL SIGNATURE(S)
(Supervisor or designee)
	TITLE
	PHONE NO.
(Include Area Code)
	DATE

	     
	     
	     
	     

	     
	     
	     
	     



	AD-1106-1 (PAGE 4)

	15.  Employee Certification

	I certify that I have returned or made compensation in full for all Government property, equipment, or other items assigned to me while an employee of APFO; Kansas City or St. Louis FSA, or Kansas City RMA and have discussed with an appropriate supervisor documents and information I have in my possession and have obtained supervisor’s consent to retain those I desire to keep.

	SIGNATURE
	DATE

	     
	     

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	16.  Benefits Packet

	Applicable To
	INTERNAL PROCESSES COMPLETED AND/OR ITEMS TO BE COLLECTED
	Yes
	N/A
	Initials of Person 
Completing Action and/or 
Taking Possession of Item(s)

	
	Benefits packet discussed
	 
	 
	

	
	AD-581, Lump Sum Leave or COMP Time Payments; and FSA-358, Audit for Leave Year collected
	 
	 
	

	FSA,
RMA,

	(Retirements only)
FSA –Human Resources Division, Employee & Labor Relations and Benefits Branch (HRD, ELRB)
Human Resources Assistants:
816-926-6117, cube 1NW063 (FSA-OCIO (except APFO) and KCCO servicing areas)
816-926-6259, cube 1NW062 (AMD; APFO/FSA-OCIO; FMD/FSC and FMD/PARLC; MSD/KCASB; and 
RMA servicing areas)

(All other separations)
FSA –Human Resources Division, Talent Acquisition Branch (HRD, TAB)
[bookmark: Text66]Processing Team:  816-823-2303, cube 1NW080 or  816-926-6709, cube 1NW079

	CERTIFYING OFFICIAL SIGNATURE
(Supervisor or designee)
	TITLE
	PHONE NO.
(Include Area Code)
	DATE

	     
	     
	     
	     

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	17.  Final Certification

	Applicable To
	INTERNAL PROCESSES COMPLETED AND/OR ITEMS TO BE COLLECTED
	Yes
	N/A
	Initials of Person 
Completing Action and/or 
Taking Possession of Item(s)

	
	Completed AD-1106-1 filed in employee’s OPF
	 
	 
	

	FSA,
RMA
	FSA –Human Resources Division, Talent Acquisition Branch (HRD, TAB)
Processing Team:  816-823-2303, cube 1NW080 or  816-926-6709, cube 1NW079
[bookmark: Text74]FSA – Human Resources Division, Talent Acquisition Branch (HRD, TAB) will notify Information Technology Services Division, Operations and Testing Center, Information Security Office by faxing AD-1106-1 to 816-627-0687.

	OCIO, ITS
KC only
	Provide this form with Blocks 11 and 14 completed (for accountability of items specific to the Kansas City location) to your supervisor/designee.  The original of this form is to be used only by the supervisor of the separating OCIO, ITS employee.  Copies of this form are not to be submitted to any other entity. 

	EMPLOYEE CHECK MAILING ADDRESS PREFERENCE
	EMPLOYEE FORWARDING ADDRESS (For Tax Withholding Information)

	[bookmark: Check7][bookmark: Check8]Direct Deposit |_|          Mail |_|
	[bookmark: Text63]     

	CERTIFYING SIGNATURE (Supervisor or designee)
	TITLE
	PHONE NO. (Include Area Code)
	DATE

	     
	     
	     
	     

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	18.  REMARKS

	[bookmark: Text67]     


The U.S. Department of Agriculture (USDA) prohibits discrimination in all its program and activities on the basis of race, color, national origin, age, disability, and where applicable, sex, marital status, familial status, parental status, religion, sexual orientation, genetic information, political beliefs, reprisal, or because all or part of an individual’s income is derived from any public assistance program.  (Not all prohibited bases apply to all programs.)  Persons with disabilities who require alternative means for communication of program information (Braille, large print, audiotape, etc.) should contact USDA’s TARGET Center at (202) 720-2600 (voice and TDD).  To file a complaint of Discrimination, write to USDA, Director, Office of Civil Rights, 1400 Independence Avenue, SW., Washington, DC 20250-9410, or call toll-free at (866) 632-9992 (English) or (800) 845-6136 (Spanish) or (800) 877-8339 (TDD) or (866) 377-8642 (Federal-relay).  USDA is an equal opportunity provider and employer.
