
U.S. DEPARTMENT OF AGRICULTURE 
FOOD SAFETY AND INSPECTION SERVICE 

 
CLEARANCE OF EMPLOYEE FOR SEPARATION OR TRANSFER

1. Employee Name: (Last, First, MI) 2. Title/Series/Grade: 3. Employee ID:

4. Date of Separation: (mm/dd/yyyy) 5. Supervisor Name: (Last, First, MI)

6. Program Area/Division/Branch: 7. Official Duty Location:

8. Reason for Separation:

Other: (Specify):

9. Forwarding Address:

Supervisor/Clearance Official (CO): Upon receipt of separation notification, meet with the employee to initiate the clearance process using 
FSIS 2410-9. Within two days of notification, forward FSIS 2410-9 to: sm.fsis.itassetrecovery@usda.gov. If item does not apply to employee 
select 'N/A'. Select 'Completed' if the item applies to the employee and action has been taken (i.e., item returned). Prior to employee's last day, 
sign completed FSIS 2410-9 and obtain separating employee signature. Retain completed form in a temporary folder for one year. 
Supervisors/COs are to ensure all incentives are verified to ensure no repayment is required.

 Action Item Completed N/A Date 
(mm/dd/yyyy) Notes/Comments

  1. Mobile/Smartphone: (Returned)   

  2. Laptop: (Returned)   

  3. Docking station, power cord, MiFi device, monitor, keyboard, USB  
      speakers and cameras, mouse and other accountable property:    

  4. Official Files and Records: (Paper and Electronic) (Returned or 
       Accessible to Supervisor)   

  5. Network Accounts Closed: (Includes all systems that require PIV 
      access: Concur, WebTA, FMMI, PHIS)   

  6. All Government/Building Access Key(s), and if applicable: 
      (Plant keys, Desk/File Cabinet Keys) (Returned)   

  7. FSIS Specialty Items: (Clothing and/or Inspection Devices or Material)  
       (Returned) 

  

  8. Final Time and Attendance/WebTA: (Marked "FINAL" and  
       Submitted) 

  

  9. Performance Appraisal: (Complete Form AD-435 Performance Plan 
       and Appraisal in EPMA) 

  

10. Personal Identity Verification (PIV) Card/LincPass/Inspection/ 
      Credential/Badge: (Returned) 

  

11. Separation SF-52 Request for Personnel Action, Initiated by  
      Program Area: (N/A if death or involuntary separation)   

12. Form AD-112 Report of Un-serviceable, Lost, Stolen, Damaged 
      or Destroyed Property: (Prepared and Properly Submitted)     

  

13. Tran Serve Credit Card: (VRE/MTA) (Closed)   

14. GSA Leased Vehicle, Fleet Credit Card and Keys: (Returned)  
       (For the GSA vehicles, complete GSA Form 2552) 

15. Purchase Credit Card: (Returned or System Access Terminated)    
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mailto:sm.fsis.itassetrecovery@usda.gov
https://www.eauth.usda.gov/eauth/b/USDA/login/?lincpass=yes&allowpivexemptions=true&TRYIWA=TRUE&TYPE=33554433&REALMOID=06-578a8dbb-9942-42ff-8475-fb1d84f79cb5&GUID=&SMAUTHREASON=0&METHOD=GET&SMAGENTNAME=ADX2WUP7GiLWThJKQsVsvXsitglZStp82t9L5k1LicgLGw6lGWQjmi7ok6ptnybeUQgBg89iNjUfBrK6WUGmuHpupr8UZmdsicSSohRIyDjePO0UjoqndsNRiPLNlY6w&TARGET=-SM-HTTPS%3a%2f%2fwww%2eeauth%2eusda%2egov%2faffwebservices%2fsecure%2fsecureredirect%2fauthUrl%2foption02%2flogin%3fSAMLRequest%3dhVJBb9sgGL3nV1i-%2Bx9hOosYoieQ13RYpTawm66GXCQNukGzw-%2BCDe-%2Fv2ArE17aMcNeO997z1YAOnaHpfWnOQD-%2F2U5mFEU-%2Fe5aCThcLWOrJVYEBGBJOg7YUHwo77c4T1Lca2UUVW38jvQ5hwBwbYSSnrRZL-%2BP97m67-%2F7bZ-%2FeSMzZp6kmbzG1rkkyy9SSdFTlgxZ01R04xlM8qmdOaJj1yD01jGTtLvo6jS6iwY1zs3cRnfVfdlGABg-%2BUaCIdI4cJpPx2kxnqTHbIanBc7mTx61drmFJCYonozpASM0DEPCiWsmscBI8qzOiDTNwGvn-%2FywoB9TbuhUU-%2Bcw5gPJK1b9GvgjJhHz-%2BvIr6AgL8-%2FXisxtX-%2BcPQS5UtBt0qC7bg-%2BXOb9eNhezfGTJn0PV2vBKbqUi-%2BJVqGThneFQgV79h9lxQxgxBC3QW9ZVp8e-%2B2c26Ui7zn3Du11elO2I-%2BzpklWTgRbNwEKLYSek5FIziLX2XKtlXDrebEuMcz2vI4QqvR6GLm-%2FQdd-%2FQU-%3D%26RelayState%3dhttps-%3A-%2F-%2Fehrapps%2eusda%2egov-%2Feauth-%2Flogin-%2F%26SMPORTALURL%3d8XoRVX8h2LRCO1ZXZmIJNxTdCa-%2B9ogbkURgE51-%2F5oBM7-%2BskoANXK5-%2F4qlBmMIytOJ6-%2BXJyppVzhCDmYfMp12mWeqbLm-%2FMOhfc786kdnWuZdj-%2Bc5Q0-%2BXcndC7RACIEz4D%26SAMLTRANSACTIONID%3deca9e587--92d01dd1--785cb2ca--4d7c50ec--510d2e44--20
https://www.gsa.gov/system/files/GSA2552-94.pdf


CLEARANCE OF EMPLOYEE FOR SEPARATION OR TRANSFER

 Action Item: Completed N/A  Date 
(mm/dd/yyyy) Notes/Comments

16. Parking Permits: (Returned)

17. Security Debrief: (If applicable)

18. Travel Advance. Amount Owed: $              (Contact OCFO to confirm 
       all indebtedness is cleared or waived per FSIS Directive 3703.3)

19. Government Travel Charge Card Returned: Balance $

20. Government Issued Passport: (Returned if not transferring to another  
       USDA agency. Contact: sm.fsis.foreign.travel@usda.gov for assistance.)

21. Exit Survey: (E-mail Sent) (Optional) 

22. Exit Interview Conducted: (Optional)

Employee: I understand that if I have outstanding obligations to the FSIS that have not been satisfied before my last day of employment, that 
my final paycheck and lump sum annual leave will not be released. I also understand that my retirement annuity may be garnished.

23. Print Name: (Last, First)

Signature of Employee:

24. Date: (mm/dd/yyyy)

Supervisor/Clearance Official: I certify that the employee has completed the final exit clearance process.

25. Print Name: (Last, First)

Signature of Supervisor:

26. Date: (mm/dd/yyyy)

27. Print Name: (Last, First)

Signature of Clearance Official:

28. Date: (mm/dd/yyyy)

Administrative Officer or Resource Management Personnel: I worked with the employee's Supervisor to identify personal and accountable 
property, employee debts, and other relevant clearance points listed under Action Items.

29. Print Name: (Last, First)

Signature of Administrative Official or Designee:

30. Date: (mm/dd/yyyy)
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FSIS 2410-9 CLEARANCE OF EMPLOYEE FOR SEPARATION OR TRANSFER
U.S. DEPARTMENT OF AGRICULTURE
FOOD SAFETY AND INSPECTION SERVICE
CLEARANCE OF EMPLOYEE FOR SEPARATION OR TRANSFER
Supervisor/Clearance Official (CO): Upon receipt of separation notification, meet with the employee to initiate the clearance process using FSIS 2410-9. Within two days of notification, forward FSIS 2410-9 to: sm.fsis.itassetrecovery@usda.gov. If item does not apply to employee select 'N/A'. Select 'Completed' if the item applies to the employee and action has been taken (i.e., item returned). Prior to employee's last day, sign completed FSIS 2410-9 and obtain separating employee signature. Retain completed form in a temporary folder for one year. Supervisors/COs are to ensure all incentives are verified to ensure no repayment is required.
 Action Item
Completed
N/A
Date
(mm/dd/yyyy)
Notes/Comments
  1. Mobile/Smartphone: (Returned)
 1. Mobile/Smartphone: (Returned)   Completed
  2. Laptop: (Returned)
  3. Docking station, power cord, MiFi device, monitor, keyboard, USB        speakers and cameras, mouse and other accountable property: 	
  4. Official Files and Records: (Paper and Electronic) (Returned or
       Accessible to Supervisor) 
  5. Network Accounts Closed: (Includes all systems that require PIV
      access: Concur, WebTA, FMMI, PHIS)
  6. All Government/Building Access Key(s), and if applicable:
      (Plant keys, Desk/File Cabinet Keys) (Returned)
 6. All Government/Building Access Key(s), and if applicable plant keys),  Desk/File Cabinet Keys (Returned)  Completed
  7. FSIS Specialty Items: (Clothing and/or Inspection Devices or Material) 
       (Returned) 
(Clothing and/or Inspection Devices or Material) (Returned) 
  8. Final Time and Attendance/WebTA: (Marked "FINAL" and 
       Submitted) 
  9. Performance Appraisal: (Complete Form AD-435 Performance Plan
       and Appraisal in EPMA) 
10. Personal Identity Verification (PIV) Card/LincPass/Inspection/
      Credential/Badge: (Returned) 
11. Separation SF-52 Request for Personnel Action, Initiated by 
      Program Area: (N/A if death or involuntary separation) 
12. Form AD-112 Report of Un-serviceable, Lost, Stolen, Damaged
      or Destroyed Property: (Prepared and Properly Submitted)     
13. Tran Serve Credit Card: (VRE/MTA) (Closed) 
14. GSA Leased Vehicle, Fleet Credit Card and Keys: (Returned) 
       (For the GSA vehicles, complete GSA Form 2552) 
15. Purchase Credit Card: (Returned or System Access Terminated)          
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CLEARANCE OF EMPLOYEE FOR SEPARATION OR TRANSFER
 Action Item:
Completed
N/A
 Date
(mm/dd/yyyy)
Notes/Comments
16. Parking Permits: (Returned)
17. Security Debrief: (If applicable)
18. Travel Advance. Amount Owed: $              (Contact OCFO to confirm
       all indebtedness is cleared or waived per FSIS Directive 3703.3)
19. Government Travel Charge Card Returned: Balance $
20. Government Issued Passport: (Returned if not transferring to another 
       USDA agency. Contact: sm.fsis.foreign.travel@usda.gov for assistance.)
21. Exit Survey: (E-mail Sent) (Optional) 
22. Exit Interview Conducted: (Optional)
Employee: I understand that if I have outstanding obligations to the FSIS that have not been satisfied before my last day of employment, that my final paycheck and lump sum annual leave will not be released. I also understand that my retirement annuity may be garnished.
Supervisor/Clearance Official: I certify that the employee has completed the final exit clearance process.
Administrative Officer or Resource Management Personnel: I worked with the employee's Supervisor to identify personal and accountable property, employee debts, and other relevant clearance points listed under Action Items.
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