ORDER

DEPARTMENT OF TRANSPORTATION FEDERAL AVIATION ADMINISTRATION
MIKE MONRONEY AERONAUTICAL CENTER OKLAHOMA CITY, OKLAHOMA



8/12/80
SUBJ:      CLEARANCE PROCEDURES UPON  SEPARATION,   PENDING RETIREMENT,   OR TRANSFER
1. PURPOSE.     This  order prescribes the use  of AC Form 2730-3,  Clearance
Certificate   for Property,   Records,   and Indebtedness.
2. DISTRIBUTION.     This  order is   distributed to  all  supervisors.     It   applies
to all employees who are  clearing the Aeronautical Center,  the Flight  Standards
National  Field Office,   or the Transportation Safety  Institute because of sepa​
ration,   leave without pay   (LWOP),  pending retirement,   or transfer to  another
appointing office.
3.        CANCELLATION.     Order AC 2700.2  is   canceled.
4.        RESPONSIBILITIES  AND  PROCEDURES   FOR  CLEARING  FAA EMPLOYEES   PAYROLLED AND STATIONED AT THE AERONAUTICAL CENTER.
a.     Supervisors  shall:
(1) Inform their employees  of the provisions   of this  order  1  to   10
days  prior to  the employee's  transfer  or separation.
(2) Insure  that blocks   1  through  7 of AC  Form 2730-3  are  completed.
(3) Enter the  appropriate building/room numbers  in Part  II of
AC  Form 2730-3.
(4) Attach  SF-52,   Request   for Personnel Action,   to AC Form 2730-3
if an  SF-52 has not been previously  submitted to  the Employment Branch   (AAC-14).
(5)
Send employee to obtain all signatures  excluding the Payroll
Branch   (AAC-24).     If the employee is not  in a position which  requires  the use
of personal equipment  listed on the  first two  lines  of Part  II of AC Form 2730-3, these two  lines may be signed by the employee's  supervisor or by a responsible clearing official in the employee's organization.
(6)
After the employee has  received clearance  from all offices
except AAC-24,  sign employee's Time  and Attendance Report,  FAA Form 2730-68.
Then  certify, by signing in block 9  of AC Form 2730-3,   that   all offices   listed
in Part  II of the  form have been contacted by the employee  and any account​
able items have either been returned or a letter  (as  defined in paragraph   4d(3)
has been obtained and attached to AC Form 2730-3.
*
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b.        The  Time  and Attendance  Clerk of the  separating employee  shall   for-
ward the employee's Time  and Attendance Report to their respective  division/ staff office on the afternoon of the employee's  last  day of actual duty.     The division/staff office will  immediately  forward the Time  and Attendance Report to AAC-24.
c.
The  separating employee shall:
(1) Not more  than  1   day prior to  the  last  day of duty, handcarry
AC Form 2730-3  to each office  listed in Part  II,  except AAC-24  and obtain
either an  authorized signature  of  a  clearing official  or a letter  as  defined
in paragraph  4d(3).
(2) Return  to  duty station  and,   in  the presence  of the  supervisor,
sign block 8 of AC Form 2730-3.     The supervisor's  signature  in block 9  of
AC Form 2730-3 should then be obtained.
(3)
Accomplish one of the  following,  if it  is  desired to have the
final paycheck sent  to  an  address   different  from the mailing address  on  file
in AAC-24.
(a) Complete AC  Form 2 730-10,   Check Mailing Address  Designa​
tion;   or
(b) Complete  SF-1189,   Request by Employee  for Payment  of  Sal​
aries  or Wages by  Credit  to Account  at  a Financial Organization.     SF-1189
must have prior authorization  signature  from the financial organization.
(4) Complete  FAA Form 2730-18,  Payroll Address   Information,  if the
address   desired  for the  final W-2  form is   different   from the  one  on  file  in
AAC-24.
(5) Handcarry the  completed AC Form 2730-3, with   any  added  attach​
ments,   to AAC-24  during the  afternoon of the  last  day  of  duty.
d.
Authorized personnel  in each   clearing office   (Part   II  of AC  Form
2730-3)   shall:
(1) Check  items   received to  determine  if  all  items have been re-       *
turned by the employee.
(2) Sign AC Form 2730-3 in the  appropriate space if all items are
received.
(3) Attach  to AC Form 2730-3 a letter addressed to AAC-24 if any
accountable item(s)   is/are not  received.     The   letter should state  the  reason
supplied by the  separating employee  as  to why the item(s) was/were not return​
ed and list  the item(s)   and its/their value  for which the employee should be
held accountable.     AAC-24 will use this  letter as a basis   for collection  from
the employee's   final  check if  all accountable  items   charged to the  employee
* have not been satisfactorily accounted for.     The  authorized clearing
*
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official shall initiate such letter in duplicate.  The original will be attached to AC Form 2730-3 and the copy will be submitted separately to AAC-24
5.   RESPONSIBILITIES AND PROCEDURES FOR CLEARING FAA EMPLOYEES PAYROLLEP AT THE AERONAUTICAL CENTER BUT STATIONED AT THE MANAGEMENT TRAINING SCHOOL (MTS) OR A FLIGHT INSPECTION FIELD OFFICE (FIFO).
a.
Supervisors shall;
(1) Inform their employees of the provisions of this order 1 to 10
days prior to the employee's separation or transfer.
(2) Collect from the employee all items accountable to the MTS or
the FIFO for return as required by local procedure.
(3) Collect all items accountable to those Aeronautical Center
offices identified in Part II of AC Form 2730-3 for return to the appropriate
Aeronautical Center clearing office.
(4) Obtain the employee's signature in block 8 of the form certi​
fying that all Government property has been accounted for either by return of
the item(s) or by letter as described in paragraph 4d(3).
(5) Sign AC Form 2730-3 in block 9 certifying that to the best of
the supervisor's knowledge and belief all Government property entrusted to
the employee has been accounted for.
(6) Forward the items returned by the employee and AC Form 2730-3,
together with any attachments, to the clearing offices listed in Part II of
the form in the order listed with the exception of the Time and Attendance
Report which is forwarded directly to AAC-24.
b.
The Time and Attendance Clerk of the separating employee shall for​
ward the employee's Time and Attendance Report to the employee's supervisor
on the afternoon of the employee's last day of actual duty.
c.
The separating employee shall:
(1) Return all accountable items to their supervisor.
(2) Provide a completed AC Form 2730-10 or SF-1189 if a change in
the check mailing address on the final paycheck is desired.
(3) Provide a completed FAA Form 2730-18 if the final W-2 form is
to be sent to an address different than that on file with AAC-24.
(4) Sign, in the presence of the supervisor, block 8 of
* AC Form 2730-3.
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d.  Authorized personnel in each clearing office (Part II of AC Form 2730-3) shall:
(1) Accomplish all actions described in paragraph 4d except that
the letter defined in paragraph 4d(3) will be prepared in original only.
(2) Forward AC Form 2730-3, together with any attachments, to the
next clearing office listed on the form.
6.   CLEARANCE AUTHORIZATIONS.  To identify authorized clearance officials, each organization listed on AC Form 2730-3 shall:
a.
Furnish AAC-24 with AC Form 2730-3-1, Signature Authorization Card,
for each official authorized to sign AC Form 2730-3.
b.
Furnish AAC-24 a letter requesting removal of AC Form 2730-3-1 for
any clearance official who no longer is authorized to sign AC Form 2730-3.
7.   FORMS.





a.   SF-1189
may be obtained from AAC-24.




b.  AC Form 2730-3
may be ordered from the FAA Depot under


NSN 0052-00-564-1004, Unit of Issue:  sheet.




c.   AC Form 2730-3-1
may be obtained from AAC-24.




d.   AC Form 2730-10
may be ordered from the FAA Depot under


NSN 0052-00-563-9002, Unit of Issue:  sheet.




e.   FAA Form 2730-18
may be ordered from the FAA Depot under


NSN 0052-00-831-9000, Unit of Issue:  sheet.
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BENJAMIN DEMPS, JR. Director, Aeronautical Center
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