THE UNIVERSITY OF NORTH CAROLINA AT PEMBROKE

CHECKLIST FOR NON-RETURNING EMPLOYEES


Employee’s Name






Date


Job Title:





Department:

Last Date of Employment:




Employee’s Forwarding Address:











Reason for Leaving:
















All items described below must be returned to the Director of Human Resources unless otherwise specified.  *This checklist must be completed and properly signed in order for authorization to be given for the release of the employee’s final paycheck.  Thank you for your cooperation in finalizing and accounting for University property.








RECEIVED

UNIVERSITY-OWNED PROPERTY


YES
NO
SIGNATURE
*Keys-building, classroom, office, storeroom, desk

  file and/or storage cabinet, equipment, etc.


____
____
_____________________
        
(Key Control Manager)

*Library materials / fees (Access Librarian)


____
____
_____________________
*Instructional/laboratory equipment


____
____
_____________________
 
 (Appropriate Academic Department)

*Media equipment/video/software/etc.


____
____
_____________________
 
 (Media Services)

*Computer access codes and/or software


____
____
_____________________
  
(Director, DoIT) 

Office Supplies or Equipment (Appropriate Department)
____
____
_____________________
Requisitioned books/supplies (Appropriate Department)
____
____
_____________________
American Express Card
(HR Personnel)


____
____
_____________________
P Card
(Appropriate Department)
)


____
____
_____________________

Telephone credit card(s) (Appropriate Department)

____
____
_____________________
Staff ID
(HR Personnel)




____
____
_____________________
Comments:

















COBRA health care continuation rights have been explained and I understand my COBRA rights.






Employee’s Signature

All obligations to THE UNIVERSITY OF NORTH CAROLINA AT PEMBROKE have been satisfied and/or accounted for; release of the employee’s paycheck is authorized.












Director of Human Resources or Designee




    Date

*Individuals responsible for checking in material will mark the appropriate line (yes or no) and sign.












(Revised 4-29-2008)













	
























































