College of theMainland.
Exit Check List

Complete and return to Human Resources

Employee: Datatel ID#: Termination Date:

All COM benefit eligible employees who are planning to be absent from the college, whether for an extended leave of absence or
permanently, must complete this form on "The last day of his/her employment" (All questions must be completed and signed by the
appropriate person).

All College keys and badges/Swipe cards have been submitted to Police Department ..............cccccceiiiennenn.

Chief of Police
Information Technology Services / Employee DireCtory CIEAranCe ............eceeeiiciieeieeiiiiiiieeeeeiieee e siiee e

Chief Information Officer

All A/V equipment has been returned to LRC Media SEIVICES ........ccouiviiieiiiiiiiie et

Director Media Services - Library

All books have been returned to Library and all fines cleared ...

Director, Library

Room and office inventory has been completed and sUbMIttEd tO .........cccvveviiiiiiiiiie e

Supervisor
All grades have been submitted t0 StUAENT RECONAS .........cuviiieiiiiiiiie e e e

Registrar
All"I" Contracts have been tranSTEITEA ...........ooi i a e e e snenes

Supervisor

All College owned telephone system cards, pagers, cell phones and communication equipment have been
TEEUIMMIEA. ...ttt et bbb bbbt h bbbt eh bbb bt e R st bbb bbbt n et b e nn s

Information Technology- TVB

ACCOUNES PAYADIE CIEAIANCE ......cci ittt et e et e e s et e e e e e e e e e e e s s tb et e e e e satbeeaaeesasbtaaaaenaas

Financial Services - Admin Bldg.

ACCOUNES RECEIVADIE CIBAIANCE ... .ottt e ettt e e e e e e e e e e e e ae e e e e e e e eeesesabaneeaeaeens

Financial Services - Admin Bldg.

Your final payment from the college has been computed accurately: []Yes []No

Social Security # Signature of Employee Date

Completed form received in Human Resources:

Chief Human Resources Officer
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