HILL AFB CIVILIAN EMPLOYEE SEPARATION CLEARANCE REQUIREMENTS:
Employee’s separating from employment at Hill AFB are required to complete base clearance procedures prior to departure regardless of the type of appointment they were hired under.  

AF FORM 2519 (Civilian Employee Separation Clearance Checklist), dated 1 Jan 2004, is to be used for resignation, removal, termination, leave without pay, employees who permanently change duty station (PCS) (even if records remain at Hill AFB), or transfer to another government agency.  Any previously used Civilian Employee Separation Clearance Checklist forms are obsolete and should not be used. 

If an employee resigns orally, by letter, or is separated by death, the supervisor will obtain the identification credentials and clear the employee through the appropriate offices.  If unable to obtain the credentials, explain in the remarks section on AF FORM 2519 (Civilian Employee Separation Clearance Checklist).  

The supervisor will make sure Numbers 1 through 16 of the AF FORM 2519 are completed, sign the form in the supervisor’s signature block and furnish his/her telephone number, before employees report to the Benefits & Entitlements Office, OO-ALC/DPCE Building 1245 Room 9, for final clearance.

A civilian employee entering active military service (LWOP-US) should bring a copy of their active duty orders, as well as the completed “Checklist for Civilian Employees Entering Active Duty Military Service” to DPCE when they come to clear.  This form may be obtained through DPCE, Building 1245 Room 9, or on the computer at the Hill AFB home page under OO-ALC, Organizations, Civilian Personnel, (DPC).  If any type of leave (military, annual, sick leave, etc.) is used, it is the supervisor’s responsibility to see that the effective LWOP-US date on the RPA is entered correctly after the leave has been used.  Do not use the beginning date of Military Orders on the RPA unless this is the day they actually went on LWOP-US.

A civilian employee going on leave without pay (LWOP-Regular) to follow a spouse/head of household should bring a copy of his/her travel orders or evidence of the requirement to transfer.

POCs in DPCE for separations are: 

Alpha A-K-777-6143

Alpha L-Z-777-6144
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