
CLEARANCE SHEET     NNSY 12352/1 (REV 08-11)                                                                                                                                             
  
FOR SEPARATION EMPLOYEE CLEARS EACH ITEM AS APPLICABLE.  FOR TRANSFER (WITHIN THE SHIPYARD) CLEAR ONLY APPLICABLE  ITEMS

NAME CHECK NUMBER DATE

DEPARTMENT/DIVISION/SHOP
REASON FOR SEPARATION /TRANSFER

EFFECTIVE DATE OF SEPARATION

CURRENT ADDRESS FORWARDING ADDRESS

1. CODE/SHOP ADMINISTRATIVE PERSONNEL 
      a. LIBRARIES  
 (1) TECHNICAL LIBRARY CLEARED? 
 (2) NUCLEAR LIBRARY CLEARED? CODE 2301, BLDG 1500, 3rd FL 
 (3) COMBAT SYSTEMS LIBRARY CLEARED?  
 (4) CODE/SHOP LIBRARY CLEARED?  
 

  YES

  YES

  YES

  YES

  NO

  NO

  NO

  NO

  N/A

  N/A

  N/A

  N/A

SIGNATURE/DATE 

      b. SHOP/CODE OFFICE EQUIPMENT COORDINATOR  
 OFFICE EQUIPMENT ACCOUNTED FOR?  
   
 

  YES   NO   N/A

SIGNATURE/DATE 

       c. SHOP/CODE BICYCLE COORDINATOR  
              BICYCLE ACCOUNTED FOR? 
              
   
 

  YES   NO   N/A

SIGNATURE/DATE 

       e. INFORMATION TECHNOLOGY CHECK-OUT 
           EMPLOYEE IS TO REPORT TO THE LAN HELP DESK, BLDG 74 TO CHECK OUT FROM  
           ALL IT ACCESS/RESOURCES. IF THE EMPLOYEE IS NOT AVAILABLE,  MANAGEMENT  
           IS TO NOTIFY THE LAN HELP DESK OF EMPLOYEE'S SEPARATION VIA EMAIL.  
           INFORMATION REQUIRED TO BE PROVIDED IS NAME, CODE/SHOP & CHECK NO. 
  
 

  YES   NO   N/A

       f. CONTACT SECURITY, PHONE NUMBER 396-4507 TO DEACTIVE BADGES 
           IN THE BADGE READERS OF PERSONNEL WHO HAVE NOT PROCESSED  
           THROUGH CHECK OUT PROCEDURES TO DENY ACCESS TO CIA AREA  
            

  YES   N/A

   SIGNATURE/DATE  

      g.  DOES EMPLOYEE HAVE A NNSY PHOTOGRAPHER'S PERMIT  
           NNSY (5512/34) OR COURIER AUTHORIZATION CARD (DD FORM 2501) AND 
           NNPI CARD, IF YES RETURN TO DEPARTMENTAL SECURITY COORDINATOR TO 
           BE DESTROY          
   

  NO

  YES   NO   N/A

SIGNATURE/DATE 

SIGNATURE/DATE 

2.   a. SHOP TOOLS AND  TEST EQUIPMENT TURNED IN?  
 

  YES   NO   N/A

SIGNATURE/DATE 

      b. TEST EQUIPMENT CLEARED SHOP 52 BULDING  510 (LIST OUTSTANDING EQUIPMENT ON ATTACHED SHEET)? 
   YES   NO       N/ASIGNATURE/DATE 

   d. SHOP/CODE KEY CUSTODIAN  
          KEYS SURRENDED? 
   
 

  YES   NO   N/A

SIGNATURE/DATE 

   h. PERFORMANCE APPRAISAL-SUPERVISOR AND EMPLOYEE MUST CLOSE-OUT 
      APPRAISAL.        
   
 

SIGNATURE/DATE 

  N/A  NO  YES

       c.   TOOLS CLEARED IN SHOP 06 CENTRAL TOOL ROOM BLDG 298 (LIST OUTSTANDING TOOLS ON ATTACHED SHEET) 

SIGNATURE/DATE   YES   NO   N/A

       d. SHOP 72 GEAR ROOM GENERAL PURPOSE SERVICES (GPS) BLDG 268 1ST FL   YES   NO   N/A

SIGNATURE/DATE 
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3.  REGIONAL MEDICAL CENTER BRANCH CLINIC (NOTIFY CLINIC PRIOR TO SEPARATIO N DATE)   
 
     a. PHYSICAL EXAM CLEARED?  

     b. CHEST X-RAY? 

     c. AUDIOGRAM ACCOMPLISHED? 

  YES   NO   N/A

  YES   NO   N/A

  YES   NO   N/A

4. SECURITY OFFICE, BUILDING 1502   YES   NO   N/A

a. POLICE HEADQUARTERS  
           (1) BADGE AND UNIFORM ITEMS ACCOUNTED FOR? 
  
SIGNATURE/DATE 

b. PARKING CONTROL  
        (1) VEHICLES STICKERS SURRENDERED? 
        (2) SURRENDERER SHIPYARD STICKERS FROM ALL VEHICLES

  YES   NO   N/A

  
SIGNATURE/DATE 

d. SECURITY CLEARANCES  
         (1) SHIPYARD I.D. BADGE SURRENDERED? (Must have an alternate picture ID available) 
         (2) SECURITY TERMINATION STATEMENT COMPLETED? 
         (3) EMERGENCY RESPONDER IDENTIFICATION CARD (ERIC) SURRENDERED? 
         (4) COMMON ACCESS CARD (CAC) SURRENDERED?    

  YES   NO    N/A

  YES   NO    N/A

  YES   NO    N/A

  YES   NO    N/A  
SIGNATURE/DATE 

e. TRANSPORTATION INCENTIVE PROGRAM (TIP)  
         (1) WRITTEN NOTIFICATION TO CODE 1101.5OE BLDG 1500 2ND FLOOR ROOM 
              241  TO WITHDRAW FROM TIP HAS BEEN SENT TO FAX 396-8320 OR  
              CALL 396-8015 FOR INFORMATION?   
         

  YES   NO   N/A

  
SIGNATURE/DATE 

f. MOBILE COMMUNICATIONS (CELL PHONES, PAGERS, NEXTEL)  
    CODE 1101.5C BLDG 1500, ROOM 241 OR 396-9582 
         (1) CELL PHONE SURRENDERED? 
         (2) PAGER SURRENDERED? 
         (3) NEXTEL WALKIE TALKIE SURRENDERED?  
             

  YES   NO   N/A

5. TRAVEL ORDER/CLAIMS OFFICE BUILDING 1500A 1ST FLOOR 
                      

AMOUNT OF INDEBTEDNESS $

  
SIGNATURE/DATE 

6. PAYROLL SUPPORT OFFICE, BUILDING 1500A/163 1ST FLOOR

  
SIGNATURE/DATE 

7. GOVERNMENT TRAVEL CHARGE CARD, OFFICE, BLDG 1500A   
    1ST FLOOR 
                        

SIGNATURE/DATE 

8. PERSONNEL ADVISOR (CODE/SHOP)  
    a. ITEMS 1 THROUGH 7 CLEARED?  
                        

SIGNATURE/DATE 

  
SIGNATURE/DATE 

  YES   NO   N/A

  N/A  NO  YES

     d. RADIATION PHYSICAL EXAMINATION (TE) CLEARED?   YES   NO   N/A

DATE/TIME OF APPOINTMENT SIGNATURE     

  NO   N/A  YES

c. PRIMARY OR SECONDARY CLASSIFIED MATERIAL CONTROL 
    POINT. CLASSIFIED MATERIAL ACCOUNTED FOR? CODE 1101CF BLDG 1500, 2nd FL 
    ROOM 241

  YES   N/A  NO

  
SIGNATURE/DATE 

     EMPLOYEES IN OCCUPATIONS WHICH DO NOT REQUIRE THE USE OF GOVERNMENT OWNED TEST EQUIPMENT ARE NOT REQUIRED TO CHECK THROUGH 
    SHOP 52.  EMPLOYEES ARE REQUIRE TO CHECK OUT THROUGH  CENTRAL TOOL ROOM SHOP 06 TO RETURN HARD HATS, SAFETY GLASSES AND HEARING EQUIPMENT. 
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         OFFICE EQUIPMENT ACCOUNTED FOR? 
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SIGNATURE/DATE       
   h. PERFORMANCE APPRAISAL-SUPERVISOR AND EMPLOYEE MUST CLOSE-OUT
      APPRAISAL.       
          
 
SIGNATURE/DATE       
       c.   TOOLS CLEARED IN SHOP 06 CENTRAL TOOL ROOM BLDG 298 (LIST OUTSTANDING TOOLS ON ATTACHED SHEET) 
SIGNATURE/DATE       
       d. SHOP 72 GEAR ROOM GENERAL PURPOSE SERVICES (GPS) BLDG 268 1ST FL 
SIGNATURE/DATE       
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3.  REGIONAL MEDICAL CENTER BRANCH CLINIC (NOTIFY CLINIC PRIOR TO SEPARATIO N DATE)  
         
     a. PHYSICAL EXAM CLEARED? 	
     b. CHEST X-RAY? 
     c. AUDIOGRAM ACCOMPLISHED? 
4. SECURITY OFFICE, BUILDING 1502 
a. POLICE HEADQUARTERS 
           (1) BADGE AND UNIFORM ITEMS ACCOUNTED FOR? 
 
SIGNATURE/DATE       
b. PARKING CONTROL 
        (1) VEHICLES STICKERS SURRENDERED?
        (2) SURRENDERER SHIPYARD STICKERS FROM ALL VEHICLES
 
SIGNATURE/DATE       
d. SECURITY CLEARANCES 
         (1) SHIPYARD I.D. BADGE SURRENDERED? (Must have an alternate picture ID available)
         (2) SECURITY TERMINATION STATEMENT COMPLETED?
         (3) EMERGENCY RESPONDER IDENTIFICATION CARD (ERIC) SURRENDERED?
         (4) COMMON ACCESS CARD (CAC) SURRENDERED?    
 
SIGNATURE/DATE       
e. TRANSPORTATION INCENTIVE PROGRAM (TIP) 
         (1) WRITTEN NOTIFICATION TO CODE 1101.5OE BLDG 1500 2ND FLOOR ROOM
              241  TO WITHDRAW FROM TIP HAS BEEN SENT TO FAX 396-8320 OR 
              CALL 396-8015 FOR INFORMATION?  
         
 
SIGNATURE/DATE       
f. MOBILE COMMUNICATIONS (CELL PHONES, PAGERS, NEXTEL) 
    CODE 1101.5C BLDG 1500, ROOM 241 OR 396-9582
         (1) CELL PHONE SURRENDERED?
         (2) PAGER SURRENDERED?
         (3) NEXTEL WALKIE TALKIE SURRENDERED? 
             
5. TRAVEL ORDER/CLAIMS OFFICE BUILDING 1500A 1ST FLOOR
                      
AMOUNT OF INDEBTEDNESS $
 
SIGNATURE/DATE       
6. PAYROLL SUPPORT OFFICE, BUILDING 1500A/163 1ST FLOOR
 
SIGNATURE/DATE       
7. GOVERNMENT TRAVEL CHARGE CARD, OFFICE, BLDG 1500A  
    1ST FLOOR
                      
 
SIGNATURE/DATE       
8. PERSONNEL ADVISOR (CODE/SHOP) 
    a. ITEMS 1 THROUGH 7 CLEARED? 
                      
 
SIGNATURE/DATE       
 
SIGNATURE/DATE       
     d. RADIATION PHYSICAL EXAMINATION (TE) CLEARED? 
DATE/TIME OF APPOINTMENT       
SIGNATURE       
c. PRIMARY OR SECONDARY CLASSIFIED MATERIAL CONTROL
    POINT. CLASSIFIED MATERIAL ACCOUNTED FOR? CODE 1101CF BLDG 1500, 2nd FL
    ROOM 241
 
SIGNATURE/DATE       
     EMPLOYEES IN OCCUPATIONS WHICH DO NOT REQUIRE THE USE OF GOVERNMENT OWNED TEST EQUIPMENT ARE NOT REQUIRED TO CHECK THROUGH
    SHOP 52.  EMPLOYEES ARE REQUIRE TO CHECK OUT THROUGH  CENTRAL TOOL ROOM SHOP 06 TO RETURN HARD HATS, SAFETY GLASSES AND HEARING EQUIPMENT.
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