Exit check list for FMP employees

Employee
⁭  Return all keys, give employee a receipt:

List keys returned:

⁭  Return Cell phone and all accessories, get password for messages

Password: 

⁭  Return all uniform shirts, jackets


Number of shirts: 


Number of Jackets:

⁭  FMP to receive resignation letter

⁭  Turn in a final monthly time sheet

⁭  Red boarder change form to Budget

⁭  Return all items purchased for the employee: I. E. welding leathers, safety gear, rain gear, coveralls, Lap top, etc.

     LIST ITEMS RETURNED…

⁭  Have network account disabled

⁭  Have e-mail account disabled

⁭  Change all necessary passwords, I. E. Phones, data base, G-drive, Access, Web, etc.

      LIST CHANGES…..
⁭  Code user in FAMIS as terminated

⁭  Have campus long distance phone code disabled

⁭  Get the University ID card returned

⁭  Remove name from “authorized to purchase” list on Pcard ,and any vendor accounts which the employee has authorization to purchase.
Which departmental Pcard     
LIST VENDOR ACCOUNTS TO BE NOTIFIED…………

Form completed by:                                                       Date:
Employee signature:                                                        Date:
