EMPLOYEE EXIT CHECKLIST

My forwarding address is:
NAME BANNER ID#
STREET/PO BOX
CITY STATE yAlY
DEPARTMENT POSITION
HIRE DATE SEPARATION DATE
Department Reason for Visit Dept. Rep.
Signature
Human Resources - Complete Exit Interview with HR Director
Return Employee ID card
Return Parking Permit
Review Mandated and Optional Insurance Benefits
Computer ID Clearance Form (attached)
VU Telephone Calling Card
Physical Plant - Turn in ALL keys
Business Office - Check Retirement Benefits (TIAA-CREF or PERF)
Library ~ Return All Checked Out Books
Direct Supervisor - Manuals
Uniforms
Credit Cards
Tools
Equipment (computers, software, etc.)
Desk Copies
Grade Books, Cap & Gown
__ Other o
Accounts Payable - __ Corporate American Express Card RIS
Petty Cash
Cell Phone

WHEN ENTIRE FORM AS BEEN COMPLETED
RETURN ORIGINAL TO HUMAN RESOURCES AND PROVIDE ONE COPY TO HOME DEPT.

1 certify that I have no unpaid Vincennes University bills and that I have removed the campus parking permit from my vehicle(s).

EMPLOYEE SIGNATURE DATE



MANAGEMENT INFORMATION CENTER
EMPLOYEE EXIT FORM

Name: Department:

Last Day of Employment: Employee No. A

Any computer-based files that relate to your VU work responsibilities must be retained for future
reference. These files may be sent to your direct supervisor or may be left on the computer
system you have used in your work, as directed by your supervisor. Any personal items contained
on your PC files must be deleted prior to your leaving employment at VU in order to avoid the
possibility that they may be passed on to another VU employee along with work related files.

Upon leaving VU, all computer ID’s assigned for your use will be deleted. Please write in the
spaces provided, the ID’s currently assigned to you. Do not include your passwords.

SYSTEM ID

Banner

Lotus Notes

MyVU

Other / Name /

If you have been issued any of the following from the Telecommunications Department for
business telephone use, they must be returned to the Management Information Center as part of
completing your exit requirements. Please indicate whether you have been issued any of the
following and, if so, the date of its return.

VU Calling Card Yes No Date
Pager Yes No Date
Cell phone Yes No Date

If you have been issued any computer equipment for business use, it must be returned to your
department as part of completing your exit requirements. Please indicate whether you have been
issued any of the following and, if so, the date of its return.

Laptop Yes No Date
PDA Yes No Date
Other computer equipment Yes No Date

RETIREES If you are retiring, you have the option of retaining your Lotus Notes ID. Indicate
whether you wish to retain your Lotus Notes ID.

Yes No






