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Supervisors will identify the offices that must be visited by the employee by checking the applicable offices/stops below. The employee MUST visit all the marked offices/stops. Officials will sign and date applicable items. Instructions are included on page 2 of this form.
A. Personnel Liaison/Supervisor/Timekeeper
Signature
Date
B. Other Activities
Signature
Date
C. Security and Emergency Services (Mandatory)
Signature
Date
*The office where you turn in your CAC should be your last stop. After returning your CAC and obtaining signature and date, return this form to your supervisor, who will verify completion below.
Date
Signature
D. Final Verification
GENERAL INSTRUCTIONS
Supervisor will check blocks indicating functions that the employee must clear prior to separating.
 
Employee will check out with each office designated by the Supervisor and obtain signature and date to verify that any relevant procedures have been completed.
These entities will be applicable to most employees.  Check-out for this section will include verification that Human Resources is aware of the pending separation/departure.
BLOCK A
Check out with these entities depends on the individual circumstances.
  
Example:  Employees who have not been issued a uniform or components of a uniform are not required to comply with rules for uniform turn-ins.Example:  Employees who have never traveled at government expense will not need to visit DTS Coordinator and/or turn in a Government Travel Card.Example:  Employees who have not been issued a Government-Wide Purchase Card do not need to clear with the Purchase Card Program Coordinator. 
WHEN IN DOUBT ABOUT APPLICABILITY OF THESE STOPS, THEY SHOULD BE SELECTED.
BLOCK B
Check out with these entities is applicable if the entity exists at your location.  Final stop is Common Access Card (CAC) turn-in..
 
Exception:  Health Clinic is not required when there is no on-site clinic supporting DLA employees.
BLOCK C
When the employee has completed all required stops, this form is returned to the immediate supervisor for verification of completion. It may be returned in-person or by Interoffice Mail.
 
If the employee has completed all necessary exit procedures, the supervisor will sign and date the form and retain with Supervisor's Personnel Files in accordance with DLA Records Schedule (Jan 2015), Schedule 5300, Rule 21. (Disposition: Review annually and destroy superseded or obsolete documents, or destroy file relating to an employee within 1 year after separation or transfer.) 
BLOCK D
Local activities may supplement this form with a list of the Points of Contact, telephone numbers, and physical locations of the stops listed on the form. 
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