GOVERNORS STATE UNIVERSITY

DEPARTMENT OF HUMAN RESOURCES

TERMINATION OF EMPLOYMENT

University personnel terminating their employment with GSU must complete the procedures outlined below, obtaining authorized signatures, before a final paycheck will be issued.

Name __________________________________ Social Security No.___________________ Termination Date:


Position Title/Unit:


Forwarding Address/Telephone


	PROCEDURE
	LOCATION
	AUTHORIZED SIGNATURE


	Verify Last Day Worked:

        (       /       /       )

Equipment/Software Clearance
	College/Unit
	

	Student Records Submitted
	College/A&SR
	

	Key Clearance
	Physical Plant Operations
	

	University Library Clearance
	University Library
	

	Uniform Clearance

     (DPS and PPO only)
	Department of Public Safety  OR
Physical Plant Operations
	

	Fiscal Obligations Clearance
	Cashier's Office and
Payroll Office
	

	Computer Hardware/Software Clearance

AT&T Credit Card:

  SYMBOL 168 \f "Wingdings" Returned  SYMBOL 168 \f "Wingdings" No Card Issued
	Information Systems
	

	University I.D. Card:

  SYMBOL 168 \f "Wingdings" Returned  SYMBOL 168 \f "Wingdings" Lost

Resignation Letter or Form

Insurance Cancelled/Converted

Retirement System Notified
	Human Resources
	

	Exit Interview (Civil Service)
	Human Resources
	

	Exit Interview Declined
	Employee
	


THE ABOVE EMPLOYEE HAS COMPLETED THE CLEARANCE PROCEDURE FOR TERMINATION OF EMPLOYMENT.

Department of Human Resources                                                                                             Date

Copies:
Human Resources


Payroll


Director of Budget and Planning


Position Control


Employee
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