ECU Employee Exit Checklist


	I. EMPLOYEE INFORMATION

	Name:       

Start Date:      
	Banner ID:      
Separation Date:      

	Position:      
Department:      
Division:      
 FORMCHECKBOX 
 Transferring employee   FORMCHECKBOX 
Separating Employee
	Supervisor:      

	II. Transferring and Separating Employees: 

	 FORMCHECKBOX 
 Departmental computer access and/or passwords canceled. Please contact ITCS help desk at 328-9866 to create a ticket for account termination/modification.
 FORMCHECKBOX 
 Obtain any University related files or e-mails from the employee prior to their last day of work.

 FORMCHECKBOX 
 Security and building access codes canceled. (i.e. One Card access) (ECU One Card Office 328-2673)

 FORMCHECKBOX 
 Return University Property and complete Property Assignment form documenting the return of items. (attach original to this form)

 FORMCHECKBOX 
 Return ProCard and/or American Express Corporate Card to Materials Management (ECU ProCard Office 328-6434)

 FORMCHECKBOX 
 Other (i.e. cancellation of authority forms with Financial Services, audit and transfer of petty cash)

	III. Separating Employees only:

	 FORMCHECKBOX 
 Provide Employee w/ECU’s Continuing Benefits Information forms Click here for forms
 FORMCHECKBOX 
 Employee Termination Form (via HR Forms on One Stop – submit to HR)

 FORMCHECKBOX 
 Collect and return One Card to ECU One Card Office, (Old Cafeteria Complex, Room G-521)

 FORMCHECKBOX 
 Update mailing address in Banner Self Service via One Stop if relocating 
 FORMCHECKBOX 
 Turn in Parking Pass to Parking and Transportation (305 East 10th Street)

 FORMCHECKBOX 
 Contact University Collections (debts owed) (Cashier’s Office 737-6886)

 FORMCHECKBOX 
 Contact Library circulation (overdue books) (Joyner 328-2192 ,Laupus 744-2219)

	IV. SPA/CSS Employees only:

	 FORMCHECKBOX 
 Letter of Resignation (if applicable)-attach original to this form, maintain copy in department.
 FORMCHECKBOX 
 Complete leave record with employee’s signature. Scan a copy of the leave record to IPS with termination form. If employee has a negative leave balance, contact HR immediately at 328-9887 (attach original to this form for separating employees, send original to new department for transferring employees)

 FORMCHECKBOX 
 Schedule and complete exit interview with Employee Relations. 

         East Campus-328-9886; West Campus 328-9844

 FORMCHECKBOX 
 Final evaluation completed in PeopleAdmin (for transferees, send to new department)

 FORMCHECKBOX 
 Forward this checklist and all attachments to HR.

	V. EPA (Faculty, Non-Faculty Instructional or Research, SAAO) Employees only:

	 FORMCHECKBOX 
 Letter of Resignation (if applicable)

 FORMCHECKBOX 
 Complete leave record with employee’s signature (if applicable). Scan a copy of the leave record to IPS with termination form. If employee has a negative leave balance, contact HR immediately at 328-9887 (attach original to this form for separating employees, send original to new department for transferring employees)
 FORMCHECKBOX 
 Schedule and complete exit interview with Supervisor/Chair

 FORMCHECKBOX 
 Final Evaluation signed by supervisor and employee (attach to this form)
 FORMCHECKBOX 
 Forward this checklist and all attachments to appropriate Division.

	VI. This completed form should be forwarded, along with appropriate attachments, as indicated above.
Employee Signature:__________________________________      Date:  ____________________

Supervisor Signature:_________________________________      Date:  ____________________












