
The purpose of the checklist is to provide departments with guidelines to effectively and timely: transfer employees to a new department; or separate employees from University service.  Reviewing these items with the employee, and retrieving University property will assist with a smooth transition from employment.
 FORMCHECKBOX 
   Notify Human Resources Department of employee resignation/termination (fax supporting document
        to expedite scheduling of Exit Interview)

 FORMCHECKBOX 
   Meet with Employee to: (check all that apply)
        __ Obtain Keys or Security Card Access to Department or Other Laboratory Facilities*
        __ Provide reminder to cancel P-Card and return to Procurement (if applicable)*
        __ Review Final Leave Payout (if applicable)

        __ Verify Exit Interview Date has been scheduled
        __ Provide reminder to turn in parking materials (hanger, gate card, etc.) to Parking Services
        __ Verify equipment authorized for business use (Laptop, Blackberry, cell phone) has been turned in* 
        __ If the separating employee is a principal investigator or research staff, at least one month before 
their departure please review the OVPR checklist and contact ORD, OSP, ORPC or OTD for appropriate disposition of institutional agreements, pending proposals, protocols, intellectual property, etc.  Insufficient advance notice, may require funding to be returned or research to be terminated.
 FORMCHECKBOX 
   Complete Change PAR Form for submission to HR Payroll (if employee is transferring to

        a department on campus, contact new hiring department to facilitate completion of Change

        PAR form)
        __  Copy of Resignation Notification

        __  Payroll Adjustment Form (for leave payout, if applicable)
 FORMCHECKBOX 
   Verify all PS security access to HR, FS, SA and myUMBC email account inactivated (if 
        applicable)
 FORMCHECKBOX 
   Contact Department of Information Technology to activate auto-email for contact to main 

        department for business continuity.
 FORMCHECKBOX 
   Contact Communications Department to inactivate voicemail and Forced Authorization Code

        (long distance code, if applicable)
 FORMCHECKBOX 
   Contact Environmental Safety and Health Services (ESH) to arrange for laboratory clean

        up (if applicable)

 FORMCHECKBOX 
   Prepare updated Signature Authorization form and submit to HR Department (if applicable)

     Signature, Department Representative




        
   Date
*If item(s) not turned in or employee refuses to comply, Legal Services or University Police may be notified.
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