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	Procedure:
Procurement & Contracting Clearance

	Position:


1) Review the ANSE form for names of employees separating from CSU, Chico

2) Reply to the ANSE form as soon as possible, within 24-48 hours of receipt.  Reply should be sent to the originator of the form or the “Submitted by:” name on the form.  DO NOT SEND TO “ANSE” ADDRESS.
3) For each name, review the records for the following:

a) Procurement Express Card (VISA)

b) Purchase/Contracting Signature Card

c) Office Max access

4) If the records indicate there are items that should be returned:
a) Note “uncleared” status on the ANSE form, Column 8, and return to the person submitting the ANSE form.  In most cases, this is accomplished by “Replying” to the e-mail containing the form.

EXAMPLE:
Procurement – uncleared

1. Notify the employee of the property that needs to be returned via e-mail.

b) If records indicate employee is clear of all obligations, indicate status on ANSE form, Column 8, and return to the person submitting the ANSE.  In most cases, this is accomplished by “Replying” to the e-mail containing the form.


EXAMPLE:
Procurement – cleared

5) For each name where “Intend to Rehire?” is “Y”, no response is necessary.

6) If you do not respond to the submitting person regarding clearance status, the separating department may call for phone verification of clearance.  All efforts should be made to provide clearance information as soon as possible.

7) Avoid sending unnecessary replies such as acknowledgements that the e-mail was received, “Thank you”, etc.
8) If the contact person in your office who receives the ANSE form changes, notify Financial Services (Kathleen Hillman)
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