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EMPLOYEE SEPARATION CHECKLIST
EMPLOYEE INFORMATION
Name
Department
Last Day of Employment
CHECKLIST
1) Department:
Department Authorized Signature
Date
2) Foundation Accounting:
Authorized Signature
Date
3) Plant Operations:
Authorized Signature
(Keys - POA E-001 Ext. 3804)
Date
4) Instructional Media:
Authorized Signature
(ERC C-108 Ext.3704)
Date
6) Information Technology:
Authorized Signature
Date
4) Library:
Authorized Signature
Date
7) Foundation HR:
Authorized Signature
Date
(Parking Decal)
8) Foundation HR:
Authorized Signature
Date
(Foundation ID Card)
9) IFAS:
Authorized Signature
Date
(SCC 202)
10) Citrix:
Authorized Signature
Date
(Supervisor or Project Director)
(SCC 202)
(Campus Account/Email)
(SCC 202)
11) Timecard/Employee Online:
Authorized Signature
Date
(SCC 202)
12) Foundation HR:
Authorized Signature
Date
(SCC 202)
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