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	eLEET: Electronic Laboratory Employee Enrichment Toolkit


The Employee Exit Checklist should be completed when an employee leaves the organization. Prior to the employee's final day of work, this form must be completed and the supervisor must collect items issued. Not all items will be applicable to all employees. If an item was not issued to the employee, put NA in the "Date Received" column.  

If the employee is leaving the organization, this form, the employee’s last timesheet, and the employee’s resignation letter must be submitted to the servicing human resource office. 

(PLEASE PRINT)

	Employee name:
	     
	Office:
	     

 FORMTEXT 
     
	Separation Date: 
	     


If transferring to another state agency, please provide name of agency and location:

	     

 FORMTEXT 
      


Please provide employee’s forwarding home address to ensure receipt of year-end W-2 earning statement.

	       

 FORMTEXT 
     


	ITEMS TO BE COLLECTED
	Date Received from Employee
	Supervisor's Initials
	Items Transmitted to

	ID Card

	
	
	General Services

	Access Cards, Building Keys, Parking Pass/Tag
	
	
	Office Manager

	Purchasing Card
	
	
	Fiscal Office

	Purchasing Card Approver
	
	
	Fiscal Office

	Diners Club/American Express Cards
	
	
	Fiscal Office

	Telephone Card
	
	
	Fiscal Office

	Laptop Computer
	
	
	Office Manager

	Wireless or Mobile Devices (Cell Phone/Beeper)
	
	
	Local System Administrator

	Resignation Letter
	
	
	Personnel

	Employee’s Last Timesheet
	
	
	Personnel

	Single Federal Award Certification
	
	
	Grant Administrator

	Voice Mail Pass Code
	
	
	Office Manager

	Computer Username
	
	
	Office Manager

	Financial Disclosure
	
	
	Ethics Commission

	Employee Exit Review Form
	
	
	Office Manager/Personnel

	LIMS Password
	
	
	Fiscal Office

	Network Access 
	
	
	Local System Administrator 

	Delegate or Terminate Duties
	
	
	MFMP Security Team

	Performance Evaluation
	
	
	Office Manager


	
	
	


Employee’s Signature






Date
