
SOUTH GEORGIA COLLEGE

Employee Checkout Form

             Date    _______         

Name:                    
                                               ____________________________        SS#: ________________

Termination Date:             __  ___   Teachers Retirement #        ___             Optional Retirement # ______________ 

                         Forwarding Address:




                                Phone No.:

____________________________________________

    
______________________________________

____________________________________________

CHECK OUT ITEMS
1.  All keys turned in.  (Required by 9:00 a.m. on last day of work).    
______________________________________

                     
      Locksmith

2.  All library materials, supplies, books, equipment turned in.

______________________________________

         Library Representative

3.  Computer access and user ID invalidated.



______________________________________

            Computer Center Representative

4.  FACULTY ONLY:
a.  Final grades turned in.




______________________________________

                 Director of Admissions, Records & Research

b.  Departmental Chairperson affirms all responsibilities

     have been met and all grade books are turned in.

______________________________________

                   Departmental Chairperson

c.  Faculty exit interview and return of Faculty Handbook.

______________________________________

           Vice President for Academic Affairs

5.  CLASSIFIED STAFF ONLY:

a.  All safety equipment turned in.



______________________________________

                              Safety Officer

b.  Supervisor affirms all responsibilities have been met

     and all uniforms, equipment or any other items issued  

     by the Department have been turned in .


______________________________________

                   Supervisor

6.  Business Office records in order.

      ___ Credit Card
___Cellular Phone        ___ Pager

______________________________________

   









Vice President for Business Affairs

7.  Personnel Office records in order.





___Resignation/Termination letter

___COBRA 

 
     ___Separation Notice

___Retirement (TRS/ORP/Defcon)  ___Classified Policy Manual 


___QCARE Deletion/Change


             ___Transfer letter to USG employer                                                ______________________________________          
___Paycheck Issued (Date________________________)

Director of Payroll/Personnel

Rev. 6/98


