

EMPLOYEE SEPARATION CHECKLIST
Supervisor:  For your use when an employee is leaving NDSU.  If you have any questions or suggestions/revisions on this form, please call the Office of Human Resources/Payroll at

231-8961.

 ______________________________         ________________         __________________
               Employee’s Name

       
    Employee ID #
Last Date of Employment
Address items applicable to employee:

____ Complete and submit NDSU Change Form: 101 to Human Resources/Payroll with 

         appropriate documentation attached, i.e.: resignation letter, notice of reduction-in-force,

         notice of dismissal

____ Contact Human Resources/Payroll at 231-8961 to schedule an exit appointment

____ Send memo to Accounting Office (Old Main #11) to cancel PeopleSoft finance access

____ Send memo to Human Resources/Payroll to cancel PeopleSoft HRMS access 

____ Send memo to Registration & Records to cancel PeopleSoft Student access

____ Contact Help Desk (1-8685) to cancel computer access, e-mail account, etc.

____ Contact Business Office (1-7320) to check on any Accounts Receivable balances

____ Notify appropriate telephone counselor in your department to take care of deactivating

          voice mailbox

____ Notify Telecommunications (1-8401) to deactivate Bison Line and AT&T calling card

       
-  Obtain and destroy AT&T calling card


____ Contact Bison Card Center (1-6252) to return ID card
____ Obtain office/building keys - return to physical plant locksmith

____ Obtain desk/credenza/file keys - issue to next employee  

____ Remove name from building/office directories

____ If applicable, ensure research facilities and equipment are cleaned

____ If applicable, ensure all hazardous waste is properly disposed of or identified

____ If applicable, obtain university equipment (car keys, cellular phone, etc.)

____ If applicable, obtain university computer equipment (laptop, palm pilot, etc.)

____ Return all library material, contact circulation department (1-8888)

____ Any departmental “items” not addressed on this list
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