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This instruction implements AFPD 36-1, and AF Pamphlet 36-107, Personnel and Position Actions.  It implements procedures for civilian personnel (including stay-in-school employees and summer aids, engineering aids, Junior Fellowship Program participants, co-op students, and BOCES Program for Excellence participants) and contractors clearing Rome Research Site.  It prescribes the use of RRS Form 2943a, Clearance Checklist - Incoming Civilian Personnel, RRS Form 2943b, Clearance Checklist - Outgoing Civilian Personnel, and RRS Form 2943c, Clearance Checklist - Outgoing Contractor Personnel.  All civilian and contractor personnel will comply with the procedures established in this instruction.





SUMMARY OF CHANGES


This revision updates clearance procedures and checklists for incoming and outgoing civilian personnel and outgoing contractor personnel at Rome Research Site.  It also reflects new organizational titles under AFRL.





1.  Civilian personnel use RRS Form 2943a or 2943b for personnel actions such as arrival, separation, retirement, and non-laboratory transfer.  Contractor personnel use RRS Form 2943c when clearing Rome Research Site.





2.  Responsibilities:





2.1.  The Information Services Branch:





2.1.1.  Clears incoming and outgoing Rome Research Site civilian personnel and outgoing contractor personnel.





2.1.2.  Keeps completed RRS Forms 2943a, 2943b, and 2943c on file for 90 days.





2.2.  The Rome Research Site Civilian Personnel Office advises the applicable office and supervisor of the arrival of an incoming employee and requests an escort be provided or arrangements made to meet employee at the work center entrance.





2.3.  The Security Office issues and controls the Rome Research Site security badges.





2.4.   Incoming and outgoing Rome Research Site civilian employees and outgoing contractor employees complete each requirement checked on RRS Form 2943a, 2943b, or 2943c, and get an authorized signature for each office designated to be cleared.





3.  Procedures:





3.1.  As soon as supervisors know of an impending arrival, non-laboratory transfer, separation or retirement, they notify the Information Services Branch, giving name, grade, position title, office symbol, telephone extension, and date and reason for leaving, or effective date of arrival.





3.2.  As soon as contractor knows of an impending separation, they notify the Information Services Branch, giving name, office symbol, position title, telephone extension, and date of departure.





3.3.  When the Information Services Branch is informed of someone leaving Rome Research Site, they begin an automated clearance procedure eliminating a physical visit to several offices listed on the clearance sheet.





3.4.  The Information Services Branch gives RRS Form 2943a, 2943b, or 2943c to incoming and outgoing personnel and designates each applicable office to be cleared.  The person clearing must justify a nonclearance.





3.5.   The Employee’s Supervisor:





3.5.1.   Asks the employee about temporary hand receipts and makes sure all borrowed items have been returned.  Also, makes sure room keys are retrieved.





3.5.2.   Makes sure that Logistics Materiel Management has at least a one-day notification on all impending transfers or separations to allow enough time to review all accountable listings and hand receipts, and to query the equipment pool computer data base records.





3.5.3.  Issues RRS Form 110, Unescorted Entry Authorization, which allows incoming employee to obtain a Rome Research Site badge.  The employee’s supervisor also provides an escort to the Information Services Branch for further processing.





3.6.  Upon transfer, separation, or retirement from Rome Research Site, the employee must clear the Security Office and turn in their security badge.





4.  Forms Prescribed.  RRS 2943a, 2943b, and 2943c.





5.  Form Adopted.  RRS Form 110.








	RAYMOND P. URTZ, Director


	Information Directorate
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