
Instructions: Complete all items in Sections A, C, and D before obtaining
clearance signatures. You must obtain clearance signatures within three
working days of your separation date.

United States Postal Service®

Headquarters Clearance Checklist

A — Information About You
1. Name (Last, first, MI)

5. Title

8. Office/Department

2. Date 3. Room Number 4. Extension

6. EIN 7. Effective Date of Action

Retirement/Resignation

Reassignment

B — Your final check may be delayed until you obtain clearance signatures from custodians of the following items:

s. Final Clearance (Corporate Personnel Management ) t. Date Cleared
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National Medical Director

Form 128, Photo ID/Travel Badge

GETS Card

Smart Pay Purchase Card — Supply Management

Overdrawn Leave, Travel Advances/Salary

Library

Photo ID/Access Badge/PPO Control Center

(You may return your access badge at any of the listed 
locations.)

i.

Room 1P-331

9 – 11AM, MWF

ii.

Room 1320

24 hours a day

iii. Room 3800

9AM – 4PM, M – F

11th Floor North

9.Type of Separation Action

r. Remarks

n.

m.

l.

o.

Transfer (To another agency)

Other                                                                      

k.

Rm. 4130

Rm. 8801

HCIS/IT Manager

(IT, HCIS equipment verification)
p.

PCES Manager (Sign only after all required 
clearance signatures above have been obtained)

Rm. 1831

Rm 2800

Your Department

Rm. 3141

q.

Rm. 3100

Rm. 2641

Your Department
or Room 8801

Property Control Officer

i.

j.

h.

g.

f.

e.

d.

c.

Rm. 1P-205

Rm. 1P-131

Rm. 1P-100

Your Department

Your Department

b.

Input to TACS/Timekeeping System
(Code 60 or 76)

Security Control Officer (Keys)

VISA Card/Organization Coordinator

Building Keys (Special issue)

Parking Permit

Facility Accountable Property

(Projectors, televisions, etc.)

Phone Card

Your Department

Your Department
Timekeeper

a.

DateClearance Signature
Room No. or 
Location

Items
4.3.2.1.



1.  Contact the IT Help Desk at 202-268-5588 or email at ##IT HELPDESK to schedule equipment for equipment pick-up, and to have your 

telephone information deleted. Equipment pickup must be scheduled within three working days of your separation date.

Help Desk Ticket Number: ________________________________________________________________

2.  HCIS will sign the front of this form after it verifies that any applicable equipment has been picked up by the Help Desk staff.

C. Information Technology (IT) HQ Computing Infrastructure Services (HCIS) Equipment

You must return all technology equipment to the IT, HCIS department before obtaining signatures on the front of this form. Please check the 

appropriate boxes below.

1. DSL/Cable services paid for by the Postal Service™ at my residence.

2. Modem for the DSL/Cable on loan at my residence.

3. Laptop or workstation PC on loan at my residence.

4. Other USPS® owned electronic equipment on loan at my residence. Please specify in space below *.

5. Blackberry device on loan in my possession.

6. Laptop and docking station at my desk.

7. Desktop workstation at my desk.

8. Telephone at my desk.

I certify that all IT computers and communications equipment issued to me by the Postal Service have been declared above.

Ye
s

N
o

Employee Printed Name Department/Unit

Employee Signature

PCES Manager Printed Name

PCES Manager Signature Date

Date

D. What to do Next?
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Your information will be used to account for the return of all postal assets issued to you upon your departure from the Postal Service.

Collection is authorized by 39 USC 401, 1001, 1005, 1206, and 2008.

Providing the information is voluntary, but if not provided, your final paycheck may be delayed.  We may only disclose your information as

follows: in relevant legal proceedings; to law enforcement when the USPS or requesting agency becomes aware of a violation of law; to a

congressional office at your request; to entities or individuals under contract with USPS; to entities authorized to perform audits; to labor

organizations as required by law; to federal, state, local or foreign government agencies regarding personnel matters; to the Equal

Employment Opportunity Commission; to the Merit Systems Protection Board or Office of Special Counsel to financial entities regarding

financial transaction issues; and to the Office of Personnel Management, Defense Manpower Data Center of the Department of Defense,

and Internal Revenue Service under separate computer matching agreements for individuals who are indebted to the USPS.  For more

information regarding our privacy policy visit us at usps.com.

E. Privacy Act Statement


