Employee Exit Checklist


	EE Name:



	EE ID NO:

	EE Department:

	EE Title

	Last Day Worked:


	


	PART A: TO BE COMPLETED BY VOLUNTARY DEPARTURE EMPLOYEES
Follow Steps Below In Order


	
	Communicate resignation of current position to your supervisor by submitting the resignation or retirement letter


	
	Update your personal contact information: address, telephone, email using @ Your Service


	
	Contact and schedule appointment with Human Resources for Benefits Review with HR Benefits 713.718.2255 Optional & Confidential


	
	Collect items for return to supervisor
a. Facilities/Campus Administration: building keys, office keys, desk keys, file keys, room keys, car keys
b. College Property/Equipment: computers including peripherals, network cards, and storage devices, books, cell phones, radios, pagers, manuals required for daily job performance, library books, audio-visual equipment, office supplies, vehicles, uniforms and tools
i. This process is not considered complete until it is verified that the employee does not have a Request for Check-out of Property Form on file or the form is completed and all items listed on the said form have been returned.
c. College Security: parking permit/hang tag, security ID badge, reserved parking space number
d. Work Product: review location of electronic and paper files with Supervisor
e. Finance: travel advances, travel expense reports, petty cash reimbursement reports, mileage reimbursement reports, credit cards, other cards, parking tickets


	
	Prepare office space: clean up office, return office supplies to office administrator and notify of any needed equipment maintenance, remove personal items 


	

	Communicate departure to relevant persons and departments: advise coworkers, committees, professional organizations, etc.




	Employee Printed Name


	Employee Signature

	Date

	
	PART B: TO BE COMPLETED BY IMMEDIATE SUPERVISOR FOR ALL TERMINATIONS   
Follow Steps Below In Order



	
	Prepare acceptance letter and Voluntary Termination Form (VTF).  Notify your HR Generalist of all terminations via email.  For involuntary termination, consult HR Generalist and prepare a Personnel Action Form (PAF) 


	
	Meet with Employee to complete the exit process and recover HCC property/equipment at meeting:
a. Facilities/Campus Administration: building keys, office keys, desk keys, file keys, room keys, car keys
b. College Property/Equipment: computers including peripherals, network cards, and storage devices, books, cell phones, radios, pagers, manuals required for daily job performance, library books, audio-visual equipment, office supplies, vehicles, uniforms and tools
i. This process is not considered complete until it is verified that the employee does not have a Request for Check-out of Property  Form on file or the form is completed and all items listed on the said form have been returned.
c. College Security: parking permit/hang tag, security ID badge, reserved parking space number
d. Work Product: review location of electronic and paper files with Supervisor
e. Finance: travel advances, travel expense reports, petty cash reimbursement reports, mileage reimbursement reports, credit cards, other cards, parking tickets


	
	Communicate with relevant persons and departments 
· Human Resources: fax to HR Comp VTF or PAF with acceptance letter and resignation or retirement letter, HR leave coordinator (Vacation & FMLA).  HR will request all IT account deactivations

· Security/Police: request deactivation/return of ID card & security badges, alert local lieutenant 

· Facilities/Campus Administration: return keys, report lost keys, cancel reserved parking space, change locks

· Finance: fax VTF or PAF on full-time positions only
 
Others: advise regarding employee’s last day worked – Payroll, inventory control, local staff, other college personnel, timekeeper, library, mail room, copy centers, vendors, committee members, professional organizations, etc.





	Supervisor Printed Name


	Supervisor Signature

	Date





Employee Exit Checklist

Directions 

This form is to be completed when an employee separates (resignation, termination, retirement, death) from employment with the College. It is designed to assist both the employee and the College in providing a smooth exiting process. 

PART A: TO BE COMPLETED BY EMPLOYEES VOLUNTARILY SEPARATING FROM EMPLOYMENT

Follow Steps Below In Order

1. Communicate resignation of current position to your supervisor by submitting your resignation or retirement letter 

2. Update your personal contact information: address, telephone, email using @ Your Service 

3. Contact and schedule appointment with Human Resources if benefits eligible for Benefits Review with HR Benefits 713.718.2255 Optional & Confidential 

4. Collect items for return to supervisor 

· Facilities/Campus Administration: building keys, office keys, desk keys, file keys, room keys, car keys 
· [bookmark: _GoBack]College Property/Equipment: computers including peripherals, network cards, and storage devices, books, cell phones, radios, pagers, manuals required for daily job performance, library books, audio-visual equipment, office supplies, vehicles, uniforms and tools
· College Security: parking permit/hang tag, security ID badge, reserved parking space number
i. This process is not considered complete until it is verified that the employee does not have a Request for Check-out of Property Form on file or the form is completed with all items listed on said form have been returned.
· Work Product: review location of electronic and paper files with Supervisor; copy work-related files onto shared/jump drive 
· Finance: travel advances, travel expense reports, petty cash reimbursement reports, mileage reimbursement reports, credit cards, other cards, parking tickets
5. Prepare office space: clean up office, return office supplies to office administrator, remove personal items 

6. Communicate departure to relevant persons and departments: advise coworkers, committees, professional organizations, etc. 

7. Sign and date form 

PART B: TO BE COMPLETED BY IMMEDIATE SUPERVISOR FOR ALL TERMINATIONS

Follow Steps Below In Order 
 
1. Prepare acceptance letter and Voluntary Termination Form (VTF).  Notify your HR Generalist of all terminations via email.  If involuntary termination, consult with HR Generalist and prepare Personnel Action Form (PAF) 

2. Meet with Employee to complete the exit process  and recover HCCS property/equipment at meeting 

· Facilities/Campus Administration: building keys, office keys, desk keys, file keys, room keys, car keys 
· College Property/Equipment: computers including peripherals, network cards, and storage devices, books, cell phones, radios, pagers, manuals required for daily job performance, library books, audio-visual equipment, office supplies, vehicles, uniforms and tools 
i. This process is not considered complete until it is verified that the employee does not have a Check-out of Equipment Form on file or the form is completed and all items listed on the said form have been returned.
· College Security: parking permit/hang tag, security ID badge, reserved parking space number 
· Work Product: review location of electronic and paper files; copy work-related files onto shared/jump drive 
· Finance: travel advances, travel expense reports, petty cash reimbursement reports, mileage reimbursement reports, credit cards, other cards, parking tickets

3. Communicate with relevant persons and departments 

· Human Resources: fax to HR Comp (713-718-8599) VTF or PAF with acceptance letter and resignation or retirement letter, contact HR Leave Coordinator [Vacation & FMLA] (713-718-2255 or hrbenefits@hccs.edu).  HR will request all IT account deactivation
· Security/Police: request deactivation/return of ID card & security badges (greg.cunningham@hccs.edu)
· Facilities/Campus Administration: return keys, report lost keys, cancel reserved parking space, change locks 
· Finance:  fax VTF or PAF (713-718-7957) on full-time positions only 
· Others: advise regarding employee’s last day worked – Payroll (713-718-8575 or karen.edwards@hccs.edu), Inventory Control (713-718-5106 or kenneth.hoyle@hccs.edu), local staff, other college personnel, timekeeper, library, mail room, University Copy Center (713-718-5138), vendors, committee members, professional organizations, etc. 

4. Sign and date form  & return signed form to Senior HR Generalist 

