OR 1340-2

(Mar 2001)

UNITED STATESDEPARTMENT OF THE INTERIOR
BUREAU OF LAND MANAGEMENT
OREGON STATE OFFICE

FINAL SALARY CLEARANCE REPORT

Name of Employee

Social Security Number*

Last day of active duty Office Code

Prior to beginning the final salary clearance process, all employees should obtain a complete listing of all
personal property assigned to them from Shawn Stanfill in the Branch of Facilities & Engineering, 9" floor (952-6208).

Inventory Sheet
attached

[

Please complete the signatures below in any order

Submit only after left column is complete

I have inventoried and accounted for all computer equipment & software assigned to this
employee.

Staff IRM Date

| have received the signed property inventory listing, and the employee is cleared of responsibility for all
accountable property and keys.

Shawn Stanfill, Property Technician Date

| have inventoried and accounted for all property assigned to this employee on the attached listing.

Supervisor Date

Remarks (list any items which have not been accounted for and status of any Reports of Survey [DI-103]
which may be pending):

(For custodial officers only) | have inventoried and accept responsibility for all property on the
attached listing.

New Custodial Officer Date

The following eight clearances can be done in any order s

Return your purchasing bank card (contact Roger Sharp, OR952, 7" Floor)

| certify that all government property and permits have been accounted for and, unless identified above, no
amount is due the government from this employee.

Branch Chief, Facilities & Engineering Date

Deputy State Director, Management Services Date

Return your travel bank card (contact Cyndi McClelland, OR915, 7" Floor)

Clear uniform bank card (contact John Keith, OR950, 7"" Floor)

Clear official DMV & Safety records (contact Jim Chandler, OR950, 7" Floor)

UPON COMPLETION OF ALL PREVIOUS SECTIONS, ONE COPY OF THIS FORM SHOULD
BE SUBMITTED TO YOUR TIMEKEEPER FOR SUBMISSION TO BC-610 AND ANOTHER COPY SENT T
THE BRANCH OF PERSONNEL MANAGEMENT (OR-953)

Clear official records & docket (contact Cindy Fredrickson, OR958, 7 Floor)

For Business Center (Finance) Completion Only

Return ID cards, cancel transit subsidies (contact Jane Barker, OR953, 9" Floor )

Leave Overdrawn

Clear parking pass, (contact Marge Mascher OR959, 9"Floor)

Travel Advances/Vouchers/etc.

Return your cellular telephones (contact Carl Ramzy, OR955, 5" Floor)

Return your phone credit cards (contact Caroline Waldstein, OR955, 5™ Floor)

Other:

To turn in your ADP access termination statement and Data Center Access Card, see Cynthia Yee,
OR955, 5" Floor.

ADP Security Officer Date

| certify that the records for which | am accountable have been cleared for the above named employee
except as noted above.

Date

Financial Officer




INSTRUCTIONS

The Final Salary Clearance Form is required for all separating employees before final salary and/or lump sum payments are
processed. The employee’s office is responsible for the preparation and routing of this form.

The officials responsible for the items must initial each item when property or material issued to the employee is returned to
the accountable office. If the employee is charged with lost property or equipment subject to monetary deductions, a copy of
the DI-103, signed by the Oregon State Office Board of Survey, must be attached. If the final report is not available at the
time of the employee’s final separation, it should be furnished promptly because the final salary check will not be issued until
the form is received in the Service Center.

*PRIVACY ACT STATEMENT

Section 6311 of Title 5 to the U.S. Code authorizes collection of this information. The primary use of this information is by
your payroll office for the purpose of issuing your final salary and/or lump sum payments. Additional disclosures of this
information may be: to the State unemployment compensation office regarding a claim; to Federal Life Insurance or Health
Benefits carriers regarding a claim; to a Federal, State, or local law enforcement agency when your agency becomes aware
of a violation or possible violation of civil or criminal law; to a Federal agency when conducting an investigations on you for
employment or security reasons; and to the General Services Administration in connection with its responsibilities for records
management.

Collection of this information is authorized by Executive Order 9397. Furnishing the information on this form, including you
Social Security Number, is voluntary, but failure to do so may result in a delay in the process of your final salary payment.

If your agency uses the information furnished on this form for purposes other than these indicated above, it may provide you
with an additional statement reflecting those purposes.

***PLEASE NOTE***

To better protect privacy, the employee is encouraged to complete the privacy act information just prior the submission of
this form to the payroll office.



