YALE UNIVERSITY CHECKLIST FOR DEPARTING/TRANSFERRING STAFF

NAME:_______________________________________________________________________________

LAST DAY OF WORK:_________________________________________________________________

IMMEDIATE SUPERVISOR:____________________________________________________________

DEPARTMENT:_______________________________________________________________________

VACATION BALANCE:________________________________________________________________

SEND CHECK TO:_____________________________________________________________________

PERMANENT MAILING ADDRESS:_____________________________________________________

______________________________________________________________________________________

CHECK WILL BE PICKED UP BY:______________________________________________________

AUTHORIZATION SIGNATURE:_______________________________________________________

______________________________________________________________________________________

PLEASE INITIAL OR MARK N/A

_____Letter of resignation to supervisor/copy to Human Resources

_____Exit interview conducted & form returned to Library Human Resources

_____Unemployment notice ("pink slip") provided by Library Human Resources

_____Appointment made with Benefits Office

_____Library books returned and fines cleared

_____Library, office, desk, and locker keys returned (to dept. or Facilities Manager)

_____University I.D. card is returned to Library Human Resources

_____American Express Card cancelled and returned 

_____Combinations of safe, lockers, etc. changed

_____Secure locations of keys changed

Password cancellations:

_____Payroll authorization cancelled

_____Payroll entry password cancelled

_____Passwords for various servers cancelled

_____ORBIS cancelled

_____Permissions to Web transferred

_____Cash register password cancelled

_____NetID/e-mail account cancelled

_____PPP account cancelled

_____Meeting Maker password including proxy cancelled

_____Yulib and all other internal list subscriptions cancelled

_____Toll authorization number (tan#) cancelled

_____Purchasing card cancelled

_____Advances, travel requisitions, or any other expenses reimbursed to Yale

_____Return of Yale equipment (laptops, printers, etc.)

_____All files returned

_____Parking key card returned & parking office contacted

_____Credit union contacted

_____Voice mail cancelled

_____Entry removed from Library directory

Please note:

Health insurance, parking, life insurance, Credit Union, etc. will be deducted from your final paycheck unless each department is notified otherwise.

The above checklist should be completed and returned to Library Human Resources

_________________________________



____________________________

Signature (Employee)                Date



Signature (HR Officer)        Date

Termination











Transfer

















