Please walt...

If this message is not eventually replaced by the proper contents of the document, your PDF
viewer may not be able to display this type of document.

Y ou can upgrade to the latest version of Adobe Reader for Windows®, Mac, or Linux® by
visiting http://www.adobe.com/go/reader_downl oad.

For more assistance with Adobe Reader visit http://www.adobe.com/go/acrreader.

Windows s either aregistered trademark or atrademark of Microsoft Corporation in the United States and/or other countries. Mac is a trademark
of AppleInc., registered in the United States and other countries. Linux is the registered trademark of Linus Torvaldsin the U.S. and other

countries.



C:\Users\caroline.austin\Desktop\LOTUS work folder\FC FORM 4278 FORT CAMPBELL CIVILIAN OUTPROCESSING CHECKLIST.xfdl
caroline.austin
6.4.0.20180228.1.932123
FORT CAMPBELL CIVILIAN OUTPROCESSING CHECKLIST
(The Proponent of this form is the Garrison Directorate of Human Resources.) 
Clearing is Mandatory for ALL Civilian Employees leaving Fort Campbell
PRIVACY ACT STATEMENT
AUTHORITY: 
10 USC 3013. 
PRINCIPAL PURPOSE: 
To verify that an individual has obtained clearance from the Army Staff agency or installation's facilities and has accomplished his/her personal and official
obligations 
ROUTINE USES: 
Information is used to verify departing personnel have properly out processed. 
DISCLOSURE: 
Mandatory. Failure to provide this information could result in an employee incorrectly out processing. 
Departing team members will clear all applicable activities using this form prior to permanent change of station, local reassignment, separation, or retirement. Provide completed form to the supervisor for retention in the team member's retired file for a period of one year after the team member departs the organization.  
EMPLOYEE NAME 
(Last, First, MI):
ORGANIZATION:
TYPE
OF
ACTION:
Retirement 
Resignation 
Transfer 
Leave Without Pay 
Termination of 
Appointment: 
Other: 
New Agency: 
PCSing to OCONUS: 
YES 
NO 
Forwarding Address: 
ACTIVITY
WHERE
SIGNATURE AND DATE
ORGANIZATION
--
Supervisor or Appropriate Official (1-10)
1. Security Debriefing
2. Organizational Supply/Hand Receipt (tools, uniform,
manuals, etc. turned in)
3. Organizational IT (User Account)
4. Key Control
5. Voice Mail
6. Civilian Pay Organizational Time Keeper
7. Training Record Closeout
8.
Installation Emergency Notification (Cancel
)
9. Government Travel Card, if applicable
Organization 
Government Purchase Card, 
if applicable (MICC) 
Bldg 6923, Rm 139, 38th Desert Storm Ave; 
(270) 798-7802
Army Community Services (ACS) 
(PCS Overseas only) 
Bldg 1501 William C. Lee Road; 
(270) 956-2676
Security Clearance Holders
, 
All Employees
Security Division, DPTMS
Bldg 6563, 55th Street; 
(270) 956-2876
Occupational Health Clinic, 
if applicable
Bldg 2576, 23rd St., Indiana Ave; 
(270) 956-0202
Union - 
To cancel dues, if applicable 
Bldg 875, N. Carolina 
St.
; 
(270) 798-2343
Directorate of Human Resources
Turn in Common Access Card (ID Card) Note that as of Apr 2023, DoD discontinued issuance of Civilian Retiree ID Cards. 
Soldier Support Center, ID Card Section,
Bldg 2702, Michigan Ave 
(270) 412-7967 or 798-2424
Employee Signature & Date 
Supervisor Signature & Date 
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Employees must contact their servicing HR Specialist for  any questions on Annual/Sick Leave, SF8, Notice of Personnel Action, Leave Without Pay Information.
Retirement questions/concerns will be addressed with the Army Benefit HR Counselor.
10. Supervisor must submit a DD 2875 to deactivate employees HR Personnel Systems User access (DCPDS/CSU/BOXii/etc.)

