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	Employee Termination Checklist

	

	All Information below to be provided by supervisor and employee on or before employee's last day of employment.

	

	Employee Name:
	
	
	Title:
	

	Phone Extension #:
	
	
	Department:
	

	Generated ID #:
	
	
	Effective End Date:
	

	Please provide the number if such number exists.

	

	Does employee have any property of CCC in his/her possession?
(ie, training materials, manuals, textbooks, policies handbooks, etc.)
	 FORMCHECKBOX 

	Yes
	 FORMCHECKBOX 

	No

	


	
	
	

	Signature of Supervisor
	
	Date

	

	FORWARD TO FACILITIES

	

	Has the employee phone and/or voice mail been deleted? 
	 FORMCHECKBOX 

	Yes
	 FORMCHECKBOX 

	No

	Has employee been cleared for security system?
	 FORMCHECKBOX 

	Yes
	 FORMCHECKBOX 

	No

	Has employee returned all keys to the College facilities?
	 FORMCHECKBOX 

	Yes
	 FORMCHECKBOX 

	No

	
	
	

	Director of Facilities
	
	Date

	

	FORWARD TO PURCHASING

	Has employee returned any credit cards, receipts and/or any other outstanding accounting information? (ie, Procurement Card, Phone Card, etc.)
	 FORMCHECKBOX 
    N/A
	 FORMCHECKBOX 
Yes
	
	 FORMCHECKBOX 

No

	

	
	
	

	Director of Purchasing
	
	Date

	

	FORWARD TO CONTROLLER

	Does employee have any outstanding debts or credits that accounting needs to process? (ie, Procurement Card transactions,  receipts, travel reimbursement information, etc.)

	 FORMCHECKBOX 

	Yes
	 FORMCHECKBOX 

	No

	


	
	
	

	Accounts Payable
	
	Date

	

	FORWARD TO INFORMATION TECHNOLOGY SERVICES

	

	Does employee have in his/her personal possession any computer software or hardware that is the property of CCC?
	 FORMCHECKBOX 

	Yes
	 FORMCHECKBOX 

	No

	Has the employee been cleared from: (please check)

	 FORMCHECKBOX 

	Windows
	
	 FORMCHECKBOX 

	E-mail
	
	 FORMCHECKBOX 

	Banner
	
	 FORMCHECKBOX 

	Banner Approvals
	
	 FORMCHECKBOX 

	Web

	
	
	

	Director of ITS
	
	Date

	

	IMMEDIATELY RETURN SIGNED DOCUMENT TO HUMAN RESOURCES FOR EMPLOYEE'S PERSONNEL FILE


Created on 8/25/2008 


