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Administratively Confidential
Date:
November 14, 2014
To:
[name]

RE:
Employment termination

By this letter, I accept your notice of resignation from Texas A&M AgriLife Extension Service.  You indicated that your final day of employment will be [date].  As you prepare to leave [county] County, there are some items that need to be completed.

1. Letter of Resignation.  If you have not already done so, please provide me with a letter of resignation, stating the effective date of your resignation.

2. Exit Conference.  Schedule an exit conference to ensure that all of the items in this letter have been taken care of, and to visit regarding other issues that you may want to discuss.  We will review the status of all pending projects at the exit conference.

3. Human Resources and Payroll

a. Transitions Brochure.  Please review the AG-449, A Guide to Leaving Texas A&M AgriLife Employment, located at the following web address:
http://agrilifeas.tamu.edu/documents/ag-449.pdf

b. Employee Photo ID Card and State Travel Credit Card.  Please turn in these cards to me at your exit conference.

c. Forwarding Information.  Provide [DOM] with your forwarding home mailing address, and the nature of your new employment, via email, to be used for the termination paperwork.

d. HRConnect and W-2.  You should update your personal information in HRConnect to ensure proper delivery of your W-2.  Terminated employees have access to SSO for 18 months after termination, so you will need to remember your UIN and password to access your final pay stub, payroll information, or W-2 for your federal income tax return.

e. Final Paycheck.  Following your last day of work, you will need to certify your final month of pay before your final paycheck will be issued.  You can do this by completing the certificate of service online in LeaveTraq as you would normally do; or, you can complete a paper certificate of service and forward it to Doris Tykal, AgriLife Payroll, 2162 TAMUS, College Station, TX, 77843-2162.
Form:  http://agrilifeas.tamu.edu/documents/ag-483.pdf

f. Donation to Sick Leave Pool.  If you want to donate all or a portion of your balance of sick leave hours to the sick leave pool, please complete the AG-433 and send the form to Doris Tykal, AgriLife Payroll, 2162 TAMUS, College Station, TX, 77843-2162.
Form:  http://agrilifeas.tamu.edu/documents/ag-433.pdf

g. Leave Requests.  Please make sure that all leave through your last day of work is entered in LeaveTraq.  If you have any administrative leave, it must be used before your last day of work in order that you will not lose the day because administrative leave is not paid at separation.  If you have administrative leave that you will not be able to use, please visit with [DOM] to determine if you can exchange that leave for a prior vacation leave request.

4. BLT Time Logs and Match Certification Form.  For FCS Agents, make sure that your BLT time logs and match certification form for the quarter are completed and submitted to me.

5. Passwords.  If you have secured any computer files by password which will need to be used by other personnel in the office after you leave, please provide me with the password.

6. Inventory

a. Inventory of Equipment.  Please provide an inventory of all equipment belonging to AgriLife Extension or 4-H and where it is located.  If there are special instructions or guidelines related to any of the inventory, please provide that information as well.  Place this information in a folder on your desk.

b. Inventory Items.  Return any inventory items that are property of the state, county or BLT program in your possession.  If you have a loan form on file for an inventory item to be located away from its assigned location, please be sure that [DOM] signs the loan form indicating that the item has been returned.

c. BLT Inventory.  For FCS Agents, ensure that your BLT inventory list is current.

d. Keys.  Make sure that your office and building keys are turned in to the appropriate person on your last day of employment.

7. Key Leaders in [county] County.  Please prepare a list of key leaders for Extension education in your county, including 4-H leaders, along with a phone number and/or information on how to contact them.  Leave a copy in a folder on your desk and a copy with your secretary for the office files.

8. Program Area Committees.  Prepare a listing of program area committees, task forces, and association boards, people serving on these committees, task forces and boards, and their roles and responsibilities.  Leave a copy in the file folder on your desk and one with your secretary for the office files.

9. List of Resource People.  Please leave a list of resource people and phone numbers that your secretary can use to refer people with questions to in the interim time while your position is vacant (CEAs in adjoining counties, specialists, etc.)

10. Copy of Program Plans and Other Planned Activities.  Please leave a copy of your current year plans and programs that have been conducted to date in a folder on your desk.

11. Programs in Progress.  Prepare a list of major activities that are planned in the coming months.  Include 4-H meetings and events in this listing.  Place this information in a folder on your desk.

12. Social Media Accounts.  Please take down all social media accounts where you serve as administrator for a business-related page.  These pages are often linked to your personal page, so they cannot be transferred to a new user.  Before you delete these pages, please print current pages and information for use by your office or replacement.

13. Monthly Reports.  Complete monthly reports on the web and county commissioners’ court and travel reports through your last day of employment.

14. 4-H Enrollment Reporting.  Enrollment reporting should be posted correctly on the web with current information.

15. Financial Account Information.  Please leave a copy of any financial accounts information related to your program in a file on your desk.  This should include: account name and number; account balance; where account is located; signatures on signature card; and, purpose of account.

I appreciate the contributions you have made to Texas A&M AgriLife Extension Service during your employment, and wish you the very best of luck in future endeavors!

Sincerely,
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Brandon Dukes

District Extension Administrator
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