
UNITED STATES DEPARTMENT OF AGRICULTURE  
Farm Service Agency 
Washington, DC 20250 
 
For:  FAS and FSA Employees and Contractors 
 

FSA and FAS Records Management Exit Clearance Process 
Approved by:  Acting Deputy Administrator, Management 

 
 
 
1  Overview 
 

A Background 
 
AD-1106-2 establishes responsibilities and procedures for FAS and FSA, Political and/or 
Senior Level Officials, employees, contractors, and volunteers about the exit clearance 
process. 
 
All FAS and FSA offices are responsible for ensuring that all material created, received, or 
maintained during an employee’s employment or appointee’s tenure with the Federal 
Government that meet the criteria for a Federal Record remain in the custody when an 
employee or appointee departs FAS or FSA. 
 
Note: The USDA Records Management Policy for Departing Employees, Contractors, 

Volunteers, and Political Appointees can be found in DR 3099-001.  This 
Departmental regulation also includes AD-3001 to use for documentary materials 
removal/nonremoval certification and nondisclosure agreement.  AD-3001 is 
available at http://intranet.fsa.usda.gov/fsa/. 

 
B Purpose 

 
This notice informs: 
 
 all FAS and FSA Political and/or Senior Level Officials, employees, contractors, and 

volunteers about their roles and responsibilities during the exit clearance process 
 
 each FAS and FSA office of responsibilities when an appointee or employee depart FAS 

or FSA. 
 
 
 
 
Disposal Date 
 
April 1, 2013 

Distribution 
 
All FAS and FSA employees and contractors; 
State Offices relay to County Offices 
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Notice AS-2243 



Notice AS-2243 
 
1  Overview (Continued) 
 

C Contacts 
 
If there are questions about this notice, contact either of the following: 
 
 Keith Holden, FFAS Records Officer, by either of the following: 

 
 e-mail at keith.holden@wdc.usda.gov 
 telephone at 202-690-1560 
 

 Angela Payton by either of the following: 
 
 e-mail at angela.payton@wdc.usda.gov 
 telephone at 202-720-0482. 
 

2  Action 
 

A Records Management Exit Clearance Process 
 
FAS and FSA supervisors are responsible for ensuring that all Political and/or Senior Level 
Officials, employees, contractors, and volunteers comply with guidance for completing 
AD-1106-2.  Supervisor shall also ensure that AD-1106-2 is completed and review by the 
assigned Records Custodian/Officer before the employee’s departure. 
 
AD-1106-2 is available at http://intranet.fsa.usda.gov/fsa/.  See Exhibit 1. 
 
Note: The revision to AD-1106 is forthcoming to include clearance for Records 

Management.  AD-1106-2 must be cleared by the FFAS Records Section at least 
1 week before an employee’s departure.  AD-1106 will be used by National Office 
employees only. 

 
State and County Office employees shall submit AD-1106-2 and, if applicable, AD-3001 to 
their assigned Records Custodian for final signature. 
 
National Office employees shall submit AD-1106, AD-1106-2, and, if applicable, AD-3001 
to their assigned Records Custodian for final signature. 
 

B Role and Responsibilities for FAS and FSA Offices 
 
Each office is required to ensure that employees certify that all Federal records and files 
created or received have been transferred to a supervisor or Contracting Officer’s Technical 
Representative, or custody has been assigned to another employee. 

 
 
 
 
 
10-4-12       Page 2 



        Notice AS-2243 Exhibit 1 
 
Example of AD-1106-2 
 

The following is an example of AD-1106-2. 
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        Notice AS-2243 Exhibit 1 
 
Example of AD-1106-2 (Continued) 
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        Notice AS-2243 Exhibit 1 
 
Example of AD-1106-2 (Continued) 
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        Notice AS-2243 Exhibit 1 
 
Example of AD-1106-2 (Continued) 
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