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PC Employee Exit/Transfer Checklist
This checklist outlines employment separation responsibilities for all PC employee (Classified, Adjunct Faculty, Temporary and Student Staff, including Work Study). It should be completed on or prior to the employee's last day of work. This checklist serves as a guideline. The order of steps may vary depending on the department and circumstances.

Employee Name: ____________________________________	Department: ____________________________
Employee ID Number: ______________	Separation Date: ____________	  Physical Last Day Work:____________
					(Last day on Payroll)

1. Signature Authority must initial or indicate N/A for each checklist item.
2. Separation is complete when steps are completed and signed form is returned to PC Human Resources. 

* For involuntary termination or death please call Human Resources (x57553) immediately and proceed with paperwork.
	Action Item
	Signature Authority
	Initial and Completion Date


	Employee submits signed letter of Resignation or notify HR immediately
	Human Resources
	

	Review and Update Time & Labor for current pay period
	Supervisor
	

	Collect Employee Badge and keys
	Public Safety
	

	Supervisor develops exit plan for email, voicemail, electronic files
	Supervisor
	

	Supervisor removes email address from internal distribution lists, google groups
	Supervisor
	

	Employee returns Library items and pay any outstanding fines
	Library
	

	Employee returns Media items, IT equipment and pays any outstanding fines
	Media/TSS
	

	Employee returns Procurement Card (P-card)
	Fiscal Services
	

	Update end date of RPS or Special Services Assignment 
If work study, notify Career Services
	Supervisor
	

	Employee removes personal items from workspace
	Supervisor
	

	Employee returns and reconciles petty cash
	Cashier’s Office
	

	Employee returns and reconciles outstanding cash advance
	Fiscal Services
	







	Action Item
	Signature Authority
	Initial and Completion Date


	Review and verify employee address through HCM Self-Service
	Human Resources
	

	Travel Authorization and Travel Expense Report completed
	Fiscal Services
	

	Optional: Schedule exit interview with HR at x57553
	
	

	Employee completes exit questionnaire (online)
	N/A -  Optional
	




	Action Item
	Initial and Completion Date


	Supervisor: Review Employee Exit/Transfer checklist and provide a copy to the employee
Maintain a copy of completed form for supervisor file
Send Original Employee Exit/Transfer checklist to PC Human Resources
	

	Emeritus Distinction Award – If applicable, nominate exiting employee from an Emeritus Distinction Award located at:  http://www.maricopa.edu/employees/divisions/hr/benefits/separation/emeritus
	

	Employee needs to email PC HR to indicate where they want a paper check mailed, even if they currently use Direct Deposit.  Employees who are new or in some way transitioning (terminations, transfers, retirement) need a Mail Drop Indicator in place even if they use Direct Deposit.  As is often the case, a paper check is created during this transition period; the Mail Drop Indicator should be in place to make sure there is no delivery delay.
	



Employee understands that failure to complete employee exit/transfer checklist and return college property can result in employee being turned over to collection agency for recovery of college resources, criminal prosecution, and/or withholding of funds from final paycheck. This may include but is not limited to cost to replace equipment, rekey locks, and administrative fees.

Employee Signature: ________________________________________________	Date: ______________

Supervisor Signature: ________________________________________________Date: ______________
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