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PURPOSE.  To outline policy and establish uniform clearance procedures and responsibilities for civilian personnel who are serviced by the Civilian Personnel Advisory Center (CPAC) departing the Fort Carson area.

APPLICABILITY.  This regulation applies to all civilian personnel assigned to Fort Carson and activities supported by the CPAC.   This includes those personnel who are permanently separating or departing on authorized leave without pay (LWOP), military leave, or furlough in excess of 30 days.  

GENERAL.  Absence from official duty, for the purpose of clearing each designated activity, will be excused without charge to leave or loss of pay. 

RESPONSIBILITIES.  


     a.  Organizations will order FC Form 37-E (Civilian Clearance Form) through applicable supply channels or can be found on “Forms on Carson Apps” located on the FC Server.

      b.  Supervisors will:

          (1)  Advise and assist employees who are clearing.

          (2)  Designate those activities shown on FC Form 37-E that will be cleared by the employee.  NOTE:  The following areas must be cleared by all employees:  Supervisor, Organization Security Manager, Organization Regionalization Personnel POC(s), Occupational Health, DRM Customer Service Representative, and the CPAC (last).   

          (3)  Indicate “NA” for those not required for clearance.

PROCEDURES.

     a.  Supervisors will ensure that departing civilian employees accomplish the following, as applicable:  

          (1)  Turn in all tools, equipment, clothing, badges, Government credit cards, meal passes, driver’s license, uniforms, and other applicable organizational items.

          (2)  Clear through the organization’s points of contact for the applicable automated personnel systems and complete the web-based exit survey.
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          (3) Clear through the organization Security Manager for de-briefing of personnel with a security clearance of Secret or above, turn-in of keys, etc.

          (4) Clear through the MEDDAC Occupational Health Office.

          (5)  Clear through the Directorate of Information Management (Technical Control Branch) to clear installation e-mail and voice mail accounts.

          (6)  Clear through the Directorate of Public Works, Real Property, for those GS-7’s and above who have signed for real property.

          (7)  Clear through the Central Issue Facility as appropriate.

          (8)  Clear through the Installation Property Book Office, if a designated Hand Receipt Holder.

          (9)  Clear through the Provost Marshall’s Office reference vehicle registration.

         (10) Clear through the Army Career and Alumni Program if interested in Job Transition Assistance.

          (11)  Clear through DOC if an IMPAC credit card has been issued to the employee.

          (12)  Clear through the DRM Civilian Pay Technician and the Travel Card Program Manager just before clearing through the CPAC.

          (13)  Clear through the CPAC as the last stop.  Turn in civilian I.D. card.

     b.  All civilian employees who are permanently separating from Fort Carson or departing on authorized leave without pay (LWOP), military leave, or furlough in excess of 30 days will:

          (1)  Contact their supervisor for the FC Form 37-E and be advised of the clearance procedures.

          (2)  Visit each identified activity listed on the FC Form 37-E and have a representative from the activity initial and date the clearance form.

          (3)  Process through the DRM just before the last stop at the CPAC.

2

     c.  DRM personnel will:

          (1) Ensure that no indebtedness exists (Civilian Pay Tech).

          (2)  Verify correctness of the forwarding address (Civilian Pay Tech).

          (3) Turn in the Government Travel Program Credit Card ( Program Manager).

     d.  The CPAC will:

          (1) Review the FC Form 37-E for completion.

          (2)   Return the original of the FC Form 37-E to the organization.

          (3)  Provide pertinent information to the departing employee.

          (4) Confirm that the employee has completed the exit survey.

         (5)  Destroy the employee’s civilian I.D. card.

