	
	NATO UNCLASSIFIED
	ANNEX B TO
SD 40-12
DATED APR 10



INTERNATIONAL DEPARTURE/CLEARANCE CERTIFICATE
TO BE FULLY COMPLETED BY DIVISION ADMIN STAFF

	RANK/GRADE
	LAST NAME
	FIRST NAME
	NAT/SVC
	DIVISION
	PE POST NO
	SHAPE ID CARD NO

	
	
	
	
	
	
	

	CURRENT ADDRESS IN BELGIUM
	PREVIOUS ADDRESS IN BELGIUM
(IF APPLICABLE)
	NEXT MAILING ADDRESS
	DEPARTURE DATE

	


	
	
	

	DIRECTORATES OR AGENCY certifies:

	
	a) The individual has been relieved of responsibility for all classified documents and divisional property.

	
	b) The individual has been debriefed and has signed portion V of ACO Form 107 which is to be kept by the Division/Agency for 10 years after departure.

	
	c) All International Evaluation Reports on subordinates, in accordance with AD 45-1, have been completed.

	
	d) The individual has returned their office key to the DSO (Class II – Bldg 101 only).

	
	e) The individual requires/does not require* a Temp Sec Pass valid until ___________________

	
	f) Security pass holder has to report to pass office: YES/NO*
	STAMP


	SIGNATURE/DATE


	
SECTION I – initial visit to the CENTRAL PROCESSING BRANCH – Registration Section (Bldg 210-Rm 110) at least 7 (seven) working days prior the departure.

	STAMP
	SIGNATURE/DATE

	

	SECTION II – YOU MUST HAND CARRY THIS FORM TO THE AGENCIES LISTED BELOW:

	

	1. SHAPE Status and Classification Section (STC):
	
	2.  NCSA SECTOR MONS LOGISTICS DEPARTMENT

	(Bldg 210 Rm 111)




STAMP




	




NAME/SIGNATURE/DATE

	

	(Bldg 117 Warehouse)

I certify that the individual has been cleared and relieved of responsibility of property accountability or MRAH.  

	
	
	
	

STAMP


	


NAME/SIGNATURE/DATE

	

	3.  HSG Security Services – (Pass Office) certifies:

	
	a) Security Pass has been returned.
	

STAMP
	NAME/SIGNATURE/DATE

	
	b) NATO HQ Pass has been turned in.
	
	

	
	c) Temporary Security Pass has been issued.
	
	

	

	4. BELGIAN CUSTOMS Certifies: (Mon – Fri 0900 to 1300 hrs & 1400 to 1600 (PM by appt only) – 065 402880/85)

	
	a) ATV Form has been completed and all taxes paid.
	

STAMP
	NAME/SIGNATURE/DATE

	
	b) Formalities for export/expedition of vehicle under temporary admission completed.
	
	

	
	c) BENELUX Form 1 has been completed, if applicable.
	
	

	

	5. VEHICLE REGISTRATION certifies: (Mon – Thu 0900 to 1300 hrs & 1400 to 1700 hrs, Fri 0900 to 1300 hrs)

	(Bldg 210 Rm 110)

Formalities for export or the disposal of Vehicle under SHAPE system have been completed.
	

STAMP


	NAME/SIGNATURE/DATE

	

	6. SHAPE FEDERAL POLICE (BLDG 210 – Rm 108) certifies:

	
	
a) Belgian ID Cards (Dependant/Civilians) have been handed in.
	

STAMP


	NAME/SIGNATURE/DATE

	
	b) Weapons clearance has been done, as required.
	
	

	

	7. INTERNATIONAL HOUSING (BLDG 210 – RM 105):

	
	a. BELGACOM (Rm 104)

Final bill has been paid
	
BELGACOM
STAMP


	NAME/SIGNATURE/DATE

	
	b. SHAPE DOMAINE (Rm 101) (SHAPE village residents only)

All payments have been made.
	

STAMP


	NAME/SIGNATURE/DATE

	
	c. RENT AND WATER (Rm 105)

Final bills have been paid.
	

STAMP


	NAME/SIGNATURE/DATE

	
	d. UTILITIES (Rm 105)

If applicable.
	

STAMP


	NAME/SIGNATURE/DATE




	SECTION III – Ensure that you have cleared from the following:

	

	
	-VAT/TVA
	Bldg 210 Rm 103 (Tue & Wed 0900 to 1200 hrs & Thu 0900 to 1300 hrs)

	
	
	

	
	-Military Library
	Bldg 101 Rm M118

	
	-NCSA Technical Documentation Centre (Ext 7538)
	Bldg 185 Rm C207A

	
	-Fortis Bank
	Bldg 102 Rm 202

	

	HSG MORALE & WELFARE BRANCH (MWB)

	

	Individuals must visit ALL departments listed below at least 5 WORKING DAYS prior to departure.  Once completed, MWB Ops (Bldg 207 Rm 109) will stamp and sign this form.

	

	
Gymnasium (lockers)
(Bldg 313)

CYS Central Enrolment
(Bldg 503)

Pizza Bowl (lockers)
(Bldg 502)

SHAPE International Library
(Bldg 307)
	
	Outdoor Recreation Centre
(Bldg 307)

Arts and Crafts
(Bldg 209)

SHAPE Language Centre
(Book and Tape loans)
(Bldg 211)

SHAPE Club
(Bldg 903)
	
	
                    MWB OPS

ALL MWB ACTIVITES HAVE BEEN CLEARED FROM.




              STAMP 


                                      NAME/SIGNATURE/DATE

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	

	The SHAPE CENTRAL PROCESSING BRANCH – REGISTRATION SECTION (CEP-RGN) certifies that the following SHAPE documents have been returned.  (NOTE:  Police Report is needed for any lost documents).

	

	SHAPE ID Cards:
	SHAPE Ration Cards

	

	Sponsor’s ID Number
	
	
	Sponsor’s Tobacco/Liquor
	
	

	

	Dependants’ ID Number
	
	
	Dependant’s Tobacco/Liquor
	
	

	

	
	
	
	
	
	
	
	
	
	
	
	
	
	

	

	
	Fuel Card Number
	
	

	

	
I CERTIFY THAT THE ABOVE REPRESENTS A TRUE STATEMENT OF MY CLEARANCE.  I HAVE INCURRED NO ADDITIONAL OBLIGATIONS SINCE MY CLEARANCE AND WILL PERSONALLY REPAY ANY OBLIGATIONS THAT MAY SUBSEQUENTLY COME TO LIGHT AFTER MY DEPARTURE.


	DATE:
	SIGNATURE OF INDIVIDUAL:

	

	
CENTRAL PROCESSING BRANCH – REGISTRATION SECTION (RM 110) - FINAL INTERNATIONAL CLEARANCE



	DATE:
	SIGNATURE & NAME OF PERSON GRANTING CLEARANCE:

	

	SECTION IV
	
NATIONAL CLEARANCE BY NMRs OR NATIONAL ORGANISATIONS AND SHAPE HRM FOR CIVILIANS.  INDIVIDUAL MUST RETURN COMPLETED SF52 TO NMR/FMM/NATIONAL SUPPORT UNIT/ELEMENT (MILITARY) OR HRM (CIVILIANS)


	
MILITARY PERSONNEL


CLEARANCE HAS BEEN COMPLETED.


	
NATO CIVILIANS and LWR PERSONNEL


CLEARANCE HAS BEEN COMPLETED.


	STAMP
(NMR/NSU)


	
NAME/SIGNATURE
	STAMP
(HRM CIVILIANS)
	
NAME/SIGNATURE



	SF 52 dated APR 10
	NATO UNCLASSIFIED
	



