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Notice of Separation
Employee Name                                                                   Effective Date






[ ] Resignation

[ ] Termination

[ ] Retirement
Departmental Information

Department







Position








Reason for Termination:



































































Termination Checklist/Items to be returned(collected by HR):
Exit Interview (contact HR to set up)______
I.D. Card


     _____


Uniforms

    ______
Parking Permit

     _____


Credit Card

    ______
Keys



     _____


Misc(phone/laptop/etc)______
_________________________




____________________________

Department Chair & Date






Vice President of Business Affairs, Date
_________________________




____________________________

Dean or Director & Date






President of the College 
Instructions: Acquire approved signatures and then forward to Human Resources. 

Completed by_________________________





Date				








