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	CLEARANCE CERTIFICATE

(for consultants only)
	DATE: 
	

	
	
	
	


	Name:              
	
	Bureau:
	

	ID No.:          
	
	
	Branch:
	     

	Date leaving: 
	
	Section:
	

	
	
	Unit:
	


	Nature of clearance
	Office
	Certifying Official
	Signature
	Date

	RETURN OF:

	1.
i)
	Login and access (Agresso ID, eRecruiter ID, Remote access ID or Token, Active directory, Secure portal ID (if any))
	ETS/CSIM
	ETS/CSIM Staff member
	1.
i)
	     
	     

	
ii)
	Hardware (IT equipment and mobile devices)
	ETS/CSIM
	ETS/CSIM Staff Member
	
ii)
	     
	     

	
iii)
	Software and licences
	ETS/CSIM
	ETS/CSIM Staff Member
	
iii)
	     
	     

	      iv)
	Cellular phone
	ETS/CSIM
	ETS/CSIM Staff Member
	
	
	

	2.
	Official books and dictionaries
	ETS/EAS
	ETS/EAS Staff Member
	2.
	     
	     

	3.
	Building security pass (garage remotes) 
	CSG
	CSG Staff Member 
	3.
	     
	     

	4.
i)
	Official equipment and keys personally held 
	CSG
	CSG Staff Member
	4.
i)
	     
	     

	5.
i)
	Ottawa Identity Card (all internationally recruited consultants)
	SEA
	HR Assistant 
	5.
i)
	
	     

	
ii)
	Notification of Departure (all internationally recruited consultants)
	SEA
	Form available for completion on HR SharePoint site
	
ii)
	
	     

	6.
	Medicare card (all internationally recruited consultants who are accredited)
	SSP
	SSP Staff Member
	6.
	
	     


NOTE:
It is the responsibility of the consultant concerned to personally obtain the required certifications from the offices listed above (with the appropriate signatures) and to return the completed form to the HR focal point at least three days before the last working day on duty .
Consultants leaving the service of the Organization are requested to leave a forwarding address, contact telephone number and e-mail address (if available) with the HR focal point.
	Name:
	     
	Address:
	     

	Tel. No.:
	     
	E-mail address:
	     


	To:
	Finance Branch 

	From :
	Staff Employment and Administration Section


This certifies that the above-named consultant has completed the necessary formalities prior to leaving the Organization.

CLEARED FOR FINAL PAYMENT.
	
	
	

	Signature: HR Associate 
	
	Date
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