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EMPLOYEE EXIT CHECKLIST

Employee Name:________________________         Supervisor Name:___________________

Last Day of Employment: ________________

Meeting with Supervisor
______   Discuss status of all work in progress to ensure a smooth transition of services

______   Collect keys (office/desk/file cabinets…)

______   Collect Photo ID Badge

______   Collect cell phone/pager   (return to Business Office)

______   Collect Faculty Grade Books and/or on-line grade records
______   Collect any other dept/State property (i.e. palm pilot, lab top computer, Library items…)

______   Complete payment of any outstanding bills due to PTC

 ______  Sign final timesheet and business expense report

I have submitted the items checked to PTC on _______________________

____________________________________                                 ________________________________

Signature of Employee                                                                      Signature of Supervisor

(Supervisor – Return form to HR Dept for completion)

Meeting with Human Resources

_______  Conduct Exit Interview

_______  Verify Forwarding Addresses  (Personal/Business)

_______  Schedule Benefits Conference w/P. Hudlow to close out Insurance Records

_______  Collect Final Timesheet and Business Expense Form

FOR OFFICE USE ONLY
________   Send email announcement (Penny)

________   Delete name from phone/dept listing (Penny)

________   Delete name from seniority roster (Amy)

________   Notify mailroom to delete box (Amy)

________   Notify Technology Dept to delete computer/voice mail access (Penny)

________   Close out all files (personnel/payroll/relicensure/medical/I-9)   (Amy/Lisa)

________   Process SCUPPS/Leave Payments and send Benefits Correspondence (Amy)

