PELLISSIPPI STATE EMPLOYEE EXIT CHECKLIST
	CHECKLIST
	OFFICE/LOCATION
	SIGNATURE

	Library Materials
	Library Services/Circulation Desk/ERC
	 

	Computer Account/Password
	Systems and Operations, Systems Manager/MC 102
	

	SIS, HRS, FRS Access
	Systems and Operations, Systems Manager/MC 102
	

	Cafeteria Charges
	Cafeteria/GN 1st Floor
	

	Bookstore Charges
	Bookstore/GN 1st Floor
	

	Business Office Clearance
	Accounts Receivable/GN 217
	

	Property Inventory
	Immediate Supervisor
	

	Planner/Appointment Book
	Immediate Supervisor
	

	Payroll Time Sheet
	Immediate Supervisor
	

	Payroll Leave Forms
	Immediate Supervisor
	

	Microsoft License Agreement
	Immediate Supervisor
	

	Attendance & Grade Records
	Immediate Supervisor
	

	Telephone
	Network Support/Telecommunication Specialist/GN 147
	

	Keys
	Facilities, Shipping & Receiving Supervisor/PH 102
	

	Security Pass
	Safety & Security, Security Office/GN 141
	

	Credit Card
	Business & Finance, Executive Assistant/GN 221
	

	COBRA Insurance
	Human Resources/GN 204
	

	Parking Tag(s)
	Human Resources/GN 204
	

	Optional Life Insurance
	Human Resources/GN 204
	

	Retirement
	Human Resources/GN 204
	

	I.D. Card
	Human Resources/GN 204
	

	Resignation/Termination Letter
	Human Resources/GN 204
	

	Exit Questionnaire
	Human Resources/GN 204
	

	Voluntary Deductions
	Budget & Payroll, Director/GN 219
	

	Payroll Accounting
	Budget & Payroll, Director/GN 219
	


Employee Name (Please Print)







Last Day at Work
Do you want your insurance carried your last month of employment?
Yes
(
No
(
Forwarding Address














I certify that I have contacted all the above offices and have returned all state property.

Signature of Employee







Date

