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INSTALLATION CLEARANCE FORM
NAME:   
ORGANIZATION:
SUPERVISOR: 
1.  Notify Organization Information Assurance Security Officer (IASO) to terminate or revise computer 
access as required based on employee’s reason for clearance (i.e.: transfer between Commands / 
transfer to another installation / separation from Federal Service). 
2.  Users with SIPR Account:  Confirm return of SIPR PKI Token to Organization’s Trusted Agent. 
3.  Confirm change of combinations to Classified Containers (Locksmith, ext 2-2559). 
4.  Confirm retrieval of all keys by organization key custodian. 
5.  Notify Organization Telephone Control Officer (TCO) of disposition of telephone number and voice-
mail. 
6.  Confirm transfer of Hand Receipt items; POCs are John Peniston, ext 2-6386 or Melanie Lewis, 
ext 2-1462. 
7.  Contact Property/Tool Crib to verify clearance at ext 2-5774. 
a.  Tool Crib Number: 
b.  Statement of Charges/Financial Liability Investigation of Property Loss (FLIPL – DD Form  
     200): 
c.  Remarks/Comments: 
Date Cleared:
  Name of Crib-keeper contacted:
8.  Confirm that *ASC* employees have cleared through ASC G4, Bldg 390, 3rd floor to verify
 Hand Receipt status.
9.  Retrieve Government Purchase Card (GPC).  Destroy card in presence of Approving Official, 
complete ACC-RI Form 715-7 and send to ACC-RI/CCRC-SA/GPC Training Coordinator. 
Supervisor’s Signature:
      Date:
Supervisor’s Signature:
      Date:
Supervisor’s Signature:
      Date:
Supervisor’s Signature:
      Date:
Supervisor’s Signature:
      Date:
Supervisor’s Signature:
      Date:
Supervisor’s Signature:
      Date:
Supervisor’s Signature:
      Date:
Supervisor’s Signature:
      Date:
RIA FORM 380‐4
RIA Form 380-4 MAY 2014
SSN:
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10.  Confirm clearance of the Army Medical Clinic Occupational Health Nurse, ext 2-0801. 
11.  Confirm clearance of Army Sustainment Command Logistics Enterprise, ext 2-5602. 
12.  Retrieve Government Travel Credit Card (GTCC) and confirm there are no outstanding
documents in the Defense Travel System.
13.  Ensure completion of Termination of Appointment Letters, Terminations of DD577s, DD2875s and 
Delegations of Authority. 
EMPLOYEE: 
NOTE:  All clearance procedures must be completed prior to turn-in of installation badge and Common 
A
ccess Card (CAC). 
1.  Post-employment restriction briefing with the Supporting Legal Office is required for all Civilian 
employees leaving government service: 
Garrison/ECBC/ARDEC/NEC
:  Garrison Legal Group, Bldg 90, by appointment.  Make 
appointment via e-mail at: 
carrie.j.schaffner.civ@mail.mil.
ASC/JMC/ACC-RI
:  ASC Office of Counsel, AMSAS-GC, Bldg 390, 1st floor (walk-ins 
accepted) 
JMTC
:  JMTC Legal Office, appointments are preferred / walk-ins will be accepted as counsel 
is available.  TARA-CO; joan.p.altman.civ@mail.mil / ext 2-6338 
All Others
:  Contact your supervisor for guidance 
2.  Users with SIPR Account:  Return SIPR PKI Token to Organization’s Trusted Agent. 
3.  Turn keys in to Organization’s key custodian. 
4.  Complete transfer of Hand Receipt items.  Separating employee must personally contact the  
 Installation Property Book Office to clear – please call ahead.  POCs are John Peniston, bldg 154,
 ext  2-6386 and Melanie Lewis, bldg 154, ext 1462. 
Supervisor’s Signature:
      Date:
Supervisor’s Signature:
      Date:
Supervisor’s Signature:
      Date:
Supervisor’s Signature:
      Date:
Employee’s Signature:
      Date:
Employee’s Signature:
      Date:
Employee’s Signature:
      Date:
Employee’s Signature:
      Date:
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Legal Office Signature:
Date:
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5.  Contact Property/Tool Crib at ext 2-5774 for clearance instructions as applicable. 
NOTE - *ASC employees* must clear through ASC G4, Bldg 390, 3rd floor to verify Hand
Receipt status.
6.  Clear through Army Sustainment Command, Logistics Enterprise – Transportation Office (bldg 102, 
1
st
 floor north) ext 2-5602 or ext 2-1357 as follows: 
a.  Turn in Government Passport 
b.  Turn in Government Driver’s License 
c.  Turn in Government Fuel Dispensing Card 
7.  All Civilians must clear through Personnel Security Office, bldg 102, 1st floor north for debriefing 
and to complete and sign DA Form 2962 (Debriefing Statement) for out-processing as a Civilian 
Employee (for those leaving federal service).   All Civilian personnel who will be employed elsewhere 
MUST out-process through the Installation Personnel Security Office prior to their departure! 
8.  Clear any outstanding citations and return any installation-issued handicapped sticker/designation 
via RIA Police Department – Traffic Coordinator, bldg 225 north, west entrance. 
9.  Separating employees must contact the Occupational Health Nurse (OHN) at 782-0801 not less
than 30 days prior to their departure date to schedule an Out-Processing or Termination physical.
Please note that a physical may not be required for all employees.  However, all employees are
required to see the OHN for out-processing and retiring of their Medical Records per AR 40-5.
Clearance is through Army Medical Clinic, bldg 110, basement.
FINAL STEP: 
PRIVACY ACT STATEMENT: 
Executive Order 9397 authorized collection of the Social Security Number (SSN).  Furnishing your SSN is 
voluntary.  The SSN will be used by the organizations identified on this form for purposes of processing 
employees through the appropriate clearance checks upon separation from federal service via any personnel 
action (i.e.:  Retirement, Resignation, Expiration of Appointment).
Employee’s Signature:
      Date:
Employee’s Signature:
      Date:
Employee’s Signature:
      Date:
Employee’s Signature:
      Date:
Employee’s Signature:
      Date:
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Installation Badge, Common Access Card (CAC) and this completed, signed form will be turned in to your
supervisor upon completion.  Supervisors will ensure the Badge and CAC cards are returned to their
respective departments and retain this completed form for 6 years, 3 months.
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