
UNITED STATES DEPARTMENT OF AGRICULTURE 
Farm Service Agency 
Washington, DC 20250 
 
For: All Kansas City FSA, OCIO-ITS, RMA; St. Louis FSA and OCIO-ITS; and APFO Employees 

and Contract Employees 
 

AD-1106-1, Final Clearance Report  
Approved by:  Associate Administrator for Operations and Management 

 
 
 
1 Overview 
 

A Background 
 
AD-1106-1 has been developed to identify internal processes completed, items to be 
collected, and capture certification signatures for separating employees.  
 

B Purpose 
 
This notice informs the following employees of responsibilities and procedures for clearing 
outstanding property/physical security items and/or financial indebtedness obligations before 
resignation, transfer, retirement, or any other type of separation: 
 
• APFO, FSA Kansas City, RMA, and FSA St. Louis Federal employees serviced by HRD, 

Kansas City Human Resources Office (KCHRO) 
 
• OCIO, Information Technology Services (ITS) Federal employees serviced by the 

Bureau of Public Debt (BPD) 
 
• APFO, Kansas City, and St. Louis contract employees serviced according to 

subparagraph 4 A. 
 
Important: Federal employees and contract employees must return or otherwise account 

for all outstanding obligations or indebtedness before receiving any final 
payments, such as final salary or lump-sum leave. 

 
AD-1106-1 is available from the FFAS Employee Forms Online Website at 
http://intra3.fsa.usda.gov/dam/ffasforms/forms.html. 
 

C Obsolete Forms 
 
This notice obsoletes the following forms: 
 
• FCIC-602 
• KC-256. 

Disposal Date 
 
June 1, 2009 

Distribution 
 
All Kansas City FSA, OCIO-ITS, RMA; St. Louis FSA and 
OCIO-ITS; and APFO employees and contract employees 
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Notice AO-1416 
 
1 Overview (Continued) 
 

D Contacts 
 
For questions about this notice contact the appropriate office according to this table.  
 

Employee Contact 
APFO, FSA, 
or RMA  

HRD, KCHRO, Operations Section, Processing Team at 
816-926-6225. 

OCIO, ITS 
(Kansas City) 

Technical Support Division (TSD) at 816-926-1725. 

Federal 

OCIO, ITS 
(St. Louis) 

TSD at 314-457-4700. 

APFO Operations Branch, Personnel Office at 801-844-2906. 
FSA MSD, Kansas City Administrative Services Branch 

(KCASB), Security Room at 816-926-6689. 
OCIO, ITS 
(Kansas City) 

TSD at 816-926-1725. 

OCIO, ITS 
(St. Louis) 

TSD at 314-457-4700. 

Contractor 

RMA Information Assurance Office at 816-823-1950. 
 

E Locations 
 
AD-1106-1 shall be used for locations and offices listed in this table. 
 

Location Office 
Kansas City • FSA 

• RMA 
• OCIO, ITS. 
 

Note: OCIO, ITS employees, for items specific to that location, 
will only use AD-1106-1: 

 
• block 12 to clear IT equipment 
 
• block 15 for physical security (ID badges) or 

property. 
 
For all other clearances, the supervisor of the separating 
employee shall contact BPD and use the exit process 
provided on BPD’s web site, as well as any OCIO, ITS 
policy about the exit process. 

St. Louis FSA and OCIO, ITS 
Salt Lake City, Utah APFO 
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2 Policy, Authorities, and Employee Liabilities 
 

A Policy 
 
When a Federal employee or contractor separates, the respective agency must ensure that the 
employee/contractor either returns or accounts for any outstanding financial liabilities and/or 
property items for which the employee/contractor is responsible.  Each agency must follow a 
coordinated set of actions to complete checkout processes before the employee/contractor 
leaves the agency.  These requirements may be supplemented, but not replaced. 
 

B Authorities 
 
The following are the authorities on separation policy: 
 
• Title 7, Administrative Regulations 
• Federal and Agriculture Property Management Regulations 
• Federal Personnel Manual Supplement 831-1, Subchapter 19 
• Federal Property Management Regulation Bulletin B-106. 
 

C Employee Liabilities 
 
Before separation, the employee/contractor is responsible for returning monies owed and 
property items.  If they cannot account for outstanding Government items, the 
employee/contractor must arrange for a settlement.  If a settlement arrangement is not agreed 
on, agency administrators may request that the applicable human resource (HR) area initiate 
a collection action against the employee/contractor for an outstanding debt or loss of 
property.   
 

Liability Definition 
Financial Employee debt that includes monies owed to the Government. 

 
Examples of financial debt include the following: 
 
• advanced funds  
• advanced leave  
• allowance/bonus agreements 
• payments received for extended employment, time period not completed 
• service agreements 
• training agreements 
• transfer orders requiring a period of service 
• travel expense/vouchers. 
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2 Policy, Authorities, and Employee Liabilities (Continued) 
 

C Employee Liabilities (Continued) 
 

Liability Definition 
Property Any Government-owned items for which an employee is responsible.   

 
Examples of property debt include: 
 
• audio-visual equipment  
• books 
• cellular telephones 
• credit/travel cards 
• electronic ID cards/passes  
• file/desk/office keys 
• Government records 
• IT equipment 
• laptop computers/home use equipment 
• manuals or handbooks 
• pagers 
• parking permits 
• projectors 
• screens 
• video tapes 
• other assigned personal property. 

 
3 Government Records 
 

A Definition of Official Record 
 

44 U.S.C. 3301 states that official records are “…all books, papers, maps, photographs, 
machine-readable materials, or other documentary materials, regardless of physical form or 
characteristics, made or received by an agency of the U.S. Government under Federal law or 
in connection with the transaction of public business and preserved or appropriate for 
preservation by that agency or its legitimate successor as evidence of the organization, 
functions, policies, decisions, procedures, operations, or other activities of the Government or 
because of the informational value of the data in them.” 

 
An official record: 
 
• correctly reflects what was communicated or decided, or what action was taken 
 
• supports the needs of the business to which it relates, and may possibly be used for 

accountability purposes.   
 
Official records and information are created, captured in some form, maintained, and 
ultimately destroyed or preserved for posterity.   
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Notice AO-1416 
 

3 Government Records (Continued) 
 

B Destroying Nonrecord Material 
 
Nonrecord materials are U.S. Government-owned documentary materials excluded from the 
legal definition of official records, either by failing to meet the general conditions of record 
status or by falling into 1 of the following categories:  
 
• extra copies preserved for convenience 
• stocks of extra publications and excess blank forms. 
 
Note: Originals are considered an official record. 
 
Currently, several USDA agencies are operating under a records freeze.  For FSA, employees 
may only destroy nonrecord materials at this time.  Any questions about the records freeze 
should be directed to each agency’s designated Records Officer available on the OCIO web 
site at http://www.ocio.usda.gov/records/agency_officers.html. 
 
Sensitive nonrecord documents containing personally identifiable information (PII) must be 
destroyed in a manner that prevents reconstruction of that item.  Currently, only micro-cut 
shredding meets PII destruction requirements.   
 

C Examples of Official Government Records 
 
Official Government records include the following: 
 
• drawings 
• e-records 
• indexes 
• maps/charts 
• memoranda 
• microfilms 
• official files/classified documents 
• photographic records 
• plans 
• reports 
• sensitive materials 
• sound recordings 
• other data information or documentary material. 
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Notice AO-1416 
 
4 Separation Process Responsibilities 
 

A Employee/Contractor Responsibilities 
 
Any employee/contractor planning to leave the agency should notify his/her supervisor or 
contracting officer representative (COR)/contracting officer’s technical representative 
(COTR) as soon as possible, preferably 2 weeks in advance of the separation date.  By giving 
advanced notice, post-employment matters can be resolved quickly and efficiently. 
 
Employees/contractors leaving an agency are responsible for identifying, returning, and/or 
accounting for all accountable items received from the Government during the course of their 
employment.  Employees/contractors shall complete the steps in the following table. 
 

Step Action 
1 Contact each appropriate clearance official on AD-1106-1 and arrange for signature 

before last day of duty.  For contract employees, the agency’s sponsoring 
COR/COTR must be notified about clearance. 
 
Notes: When possible, it is highly recommended that separating employees 

schedule an appointment to meet with clearance official (or designee) to 
avoid lengthy delays in the checkout process. 

 
St. Louis FSA employees/contractors shall meet with their supervisor or 
COR/COTR to complete the appropriate check-off clearance items. 

2 Settle all financial liabilities owed to the Government. 
3 Surrender all Government-owned property (include all accountable items). 

 
Note: Attach a full written explanation of the circumstances surrounding the 

failure to clear any accountable items to AD-1106-1. 
4 Kansas City FSA and RMA employees/contractors shall return applicable forms 

to: 
 
• HRD, KCHRO, Operations Section, Processing Team (Federal) 
• MSD, KCASB, Security Room 111A (contractor). 
 
Note: St. Louis FSA employee/contractor entire check-off clearance process 

shall be handled with the supervisor or COR/COTR.  Upon completion of 
all check-off items, supervisor/designate or COR/COTR shall ensure that 
AD-1106-1’s are forwarded to HRD, KCHRO or MSD, KCASB, as 
appropriate. 
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4 Separation Process Responsibilities 
 

A Employee/Contractor Responsibilities (Continued) 
 

Step Action 
5 APFO employees/contractors shall return applicable forms to: 

 
• MSD, KCHRO, Operations Section, Processing Team (Federal) 
• APFO, Personnel Office (contractor). 

6 OCIO, ITS employees/contractors physically located in: 
 
• Kansas City should use only AD-1106-1, blocks 12 and 15 for items specific to 

Kansas City; when both blocks are complete, employee shall return AD-1106-1 
to their supervisor/designate 

 
• St. Louis should use only AD-1106-1, block 14 and complete that portion of the 

clearance process with their supervisor or COR/COTR.   
 
Note: Original AD-1106-1 is used only by the supervisor of the separating 

OCIO, ITS employee; copies are not submitted to any other entity.  
 

B Examples of Reasons for Separations 
 
Examples of separation reasons include the following: 
 
• leaving Federal Government employment 
• transferring to another Federal agency 
• contract completed 
• other separations. 
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4 Separation Process Responsibilities (Continued) 
 

C Supervisor or COR/COTR Responsibilities 
 

When notification of separation is received, supervisor/designate or COR/COTR shall 
perform the following. 

 
Step Action Employment Type

1 Initiate SF-52. Federal 
2 Contact the employee personally to begin the exit process.  A 

discussion should be conducted to debrief the 
employee/contractor about work areas or other relevant 
information such as the following: 
 
• Government records identified and disposed of according 

to Federal Records Schedules 
 

• outstanding travel advances identified  
 

• service agreements fulfilled  
 

• training materials returned to HR office (video tapes, 
books, etc.). 

Federal and 
Contractors 

3 Ensure that the following are complete and employee has 
forms in their possession when proceeding to check-off 
points:  
 
• AD-581 (Federal) 
• FCIC-586 for RMA (Federal and contractor) 
• FSA-13-A for APFO and FSA (Federal and contractor) 
• FSA-358 (Federal). 
 
Note: FSA, St. Louis will complete the entire clearance with 

supervisor or COR/COTR. 

Federal and 
Contractor 

4 • Instruct separating employee on required routing and 
processing of AD-1106-1. 

 
• Specify location of each official in the process, including 

the servicing HR office (block 17), before returning 
completed AD-1106-1 for final certification (Step 8). 

Federal and 
Contractor 

5 Inform separating employee that failure to complete 
AD-1106-1 will result in a delay in the release of their final 
salary and lump-sum leave payments. 

Federal 
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4 Separation Process Responsibilities (Continued) 
 

C Supervisor or COR/COTR Responsibilities (Continued) 
 

Step Action Employment Type
6 Resolve issues when notified by a property officer or other 

certifying official that Government property has not been 
returned or employee indebtedness exists.   
 
Note: When necessary, take steps pursuant to 

5 U.S.C. 5512 to recover the indebtedness (including 
the depreciated value of missing or damaged 
Government property) through the offset of amounts 
still owed to the employee. Collection procedures are 
outlined at 31 U.S.C. 3720 et seq. 

Federal and 
Contractor 

7 Notify HR office about employee’s final salary and leave 
payments.   
 
Note: If the separating employee is unable to personally 

accomplish the required pre-exit clearance 
requirements because of death, physical or mental 
disability, abandonment of position, or other similar 
circumstances, the employee’s immediate supervisor 
or COR/COTR must complete the clearance steps for 
the employee. 

 
Government property or items that cannot be located or 
retrieved must have an explanation attached to AD-1106-1. 
Specify, in writing, that the employee/contractor is not on 
duty to check out in person.   

Federal and 
Contractor 

8 When completed, return AD-1106-1 to: 
 
• HRD, KCHRO, Operations Section, Processing Team 

(Federal) 
 

• MSD, KCASB, Security Room 111A (Kansas City and 
St. Louis contractors) 

 
• personnel office (APFO contractors). 

Federal and 
Contractor 

9 Advise employees to go online and complete an Exit 
Interview Survey at 
http://content.ffas.usda.gov/Exitinterview/login.asp.   
 
If employee does not have Internet access or needs a 
personal interview, have the employee contact their agency 
civil rights office. 

Federal 
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Notice AO-1416 
 

4 Separation Process Responsibilities (Continued) 
 

D Certifying Official 
 

Accountable property officers or certifying officials who indicate clearance by their initials 
are certifying that internal processes have been completed and/or property, equipment, or 
other items have been collected.  Use AD-1106-1, block 19 to enter any necessary remarks. 

 
Accountable property officer or certifying official shall complete the steps in the following 
table. 
 
Step Action 

1 Maintain complete and current records of all funds and/or property issued to each 
employee/contractor within accountable property officer’s or certifying official’s 
area of accountability. 

2 Process AD-1106-1 by reviewing records to determine whether a departing 
employee/contractor has possession of any Government property or is indebted to 
the Government. 

3 Ensure that all property is returned or otherwise properly accounted for and any 
indebtedness settled. 

4 Withhold clearance when: 
 
• equipment is damaged because of employee negligence 
• equipment is not returned 
• indebtedness is not resolved.  
 
Note: When clearance is denied, the accountable property officer or certifying 

official shall promptly notify the employee’s supervisor or COR/COTR of 
the nature or dollar amount of the unsatisfied liability for resolution action. 

5 Promptly return signed AD-1106-1 to employee/contractor once items have been 
cleared. 
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Notice AO-1416 
 

4 Separation Process Responsibilities (Continued) 
 

E MSD, KCASB Responsibilities 
 
The MSD, KCASB, Security Room shall perform the steps in the following table. 
  

Step Action 
1 MSD, KCASB, Security Room is the repository of all Beacon building issued: 

 
• ID cards 
• Tools of the Trade badges.  

2 Remove employee/contractor security access for: 
 
• Kansas City Beacon building issued cards 
• St. Louis FSA. 

3 Retain all contractor AD-1106-1’s received (Kansas City and/or St. Louis). 
 
F HRD, KCHRO Responsibilities 

 
The HRD, KCHRO, Operations Section, Processing Team and shall perform the steps in the 
following table.  
 

Step Action 
1 HRD, KCHRO, Operations Section, Processing Team shall ensure that all 

Federal employees: 
 
• leaving the rolls by resignation, termination, retirement, discharge, or removal 

are provided information about eligibility for various benefits and entitlements, 
including unemployment compensation 

 
• separation documents are complete and processed in a timely manner. 

2 HRD, KCHRO, Operations Section will complete final certification. 
 
Note: Ensure that a copy of AD-1106-1 for APFO, FSA, and RMA Federal 

employees are filed in the employee’s Official Personnel Folder. 
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      Notice AO-1416 Exhibit 1 
 
Example AD-1106-1 

 
The following is an example AD-1106-1. 
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      Notice AO-1416 Exhibit 1 
 

Example AD-1106-1 (Continued) 
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      Notice AO-1416 Exhibit 1 
 
Example AD-1106-1 (Continued) 
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      Notice AO-1416 Exhibit 1 
 
Example AD-1106-1 (Continued) 
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