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UNIVERSITY OF BRITISH COLUMBIA

  STAFF PRE-DEPARTURE CHECKLIST

INSTRUCTIONS:

· Please complete this form when an employee is laid off, terminated, permanently transferred within the University, retiring, or resigning from the University.  THIS FORM IS FOR DEPARTMENTAL USE ONLY.

· The manager or administrator should complete this checklist in consultation with the employee, where possible.

· The manager or administrator should review the completed checklist with the employee prior to signing.  The employee may request a copy of the completed checklist.

· Both the employee and the manager should sign it.  If the employee is unavailable to sign, indicate the reasons in the employee signature block.

	EMPLOYEE NAME


	EMPLOYEE ID

	JOB TITLE


	CLASSIFICATION

	DEPARTMENT


	FACULTY


	
	CHECKLIST
	YES
	
	N/A

	
	
	
	
	

	1.
	Vacation and overtime banks have been calculated    (notify employee of balance and 
	
	
	

	
	record on Transfer/Severance Notice)
	
	
	

	
	
	
	
	

	2.
	Building access cards have been returned and access codes have been 
	
	
	

	
	voided  
	
	
	

	
	
	
	
	

	3.
	All computer network access have been discontinued  (e.g. electronic mail, system IDs, 
	
	
	

	
	LAN access, etc)
	
	
	

	
	
	
	
	

	4.
	I.D. Card has been returned
	
	
	

	
	
	
	
	

	5.
	Parking decal and all University keys have been returned
	
	
	

	
	(consult with the Parking and Access Control Office)
	
	
	

	
	
	
	
	

	6.
	Company credit cards have been settled and returned  (employees are responsible for 
	
	
	

	
	canceling the account and returning the card(s) to the manager)
	
	
	

	
	
	
	
	

	7.
	All signing authority has been cancelled   (e.g. financial accounts, store accounts, and 
	
	
	

	
	purchasing)
	
	
	


	
	
	YES
	
	N/A

	8.
	All University property has been returned
	
	
	

	
	a.  University equipment at home  (e.g. computer, modem, printer, fax, software, other 
	
	
	

	
	      hardware, books, files, research equipment and materials, lab coats, supplies, etc.)
	
	
	

	
	b.  Office equipment  (e.g. binders, reference materials, files, supplies, materials, 
	
	
	

	
	      published works, textbooks, etc.)
	
	
	

	
	c.   Work tools, equipment, and protective gear
	
	
	

	
	
	
	
	

	
	d.  Uniforms, security identification, name tags, etc. 
	
	
	

	
	
	
	
	

	
	e.  Other _______________________________________________________________
	
	
	

	
	
	
	
	

	9.
	All desk and cabinet keys have been returned and the voice mail password has 
	
	
	

	
	been changed to a general password
	
	
	

	
	
	
	
	

	10.
	Research data has been returned  (e.g. files, surveys, data, questionnaires, etc. - 
	
	
	

	
	consult with unit/department head or supervisor)
	
	
	

	
	
	
	
	

	11.
	Outstanding travel, telephone and/or other expenses have been settled
	
	
	

	
	
	
	
	

	12.
	Petty cash and any outstanding advances have been settled
	
	
	

	
	
	
	
	

	13.
	Outstanding payroll deductions have been settled  (other than normal legislated 
	
	
	

	
	Deductions e.g. charitable deductions, transit pass, RRSP, etc)
	
	
	

	
	
	
	
	

	14.
	Disposition of any chemical, radioactive substances or hazardous materials has been 
	
	
	

	
	accounted for   (consult with Health, Safety and Environment)
	
	
	

	
	
	
	
	

	15.
	Library accounts have been cleared (e.g. books, periodicals, department library card, 
	
	
	

	
	etc. have been returned and outstanding charges have been settled)
	
	
	

	
	
	
	
	

	16.
	Other…please specify
	
	
	

	
	a. ____________________________________________________________________
	
	
	

	
	
	
	
	

	
	b. ____________________________________________________________________
	
	
	

	
	
	
	
	

	
	c. ____________________________________________________________________
	
	
	


	EMPLOYEE SIGNATURE


	DEPARTMENT SIGNATURE

	DATE


	DATE


1
1

_922452896

