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	The University of

Southern Queensland


	Human Resources

http://www.usq.edu.au/resources/termcheck.doc 

Enquiries: (07) 4631 2076

Facsimile: (07) 4631 2829


Departure Checklist

	SECTION 1  EMPLOYEE & POSITION DETAILS 

	Employee Name:
	     
	Employee ID:
	     
	

	Position Title:
	     
	Position Number: 
	     
	

	Faculty/Section:
	     
	Departure Date:
	     
	

	


	SECTION 2  CHECKLIST 

	Item
	Returned
	Not Issued
	

	Employee ID Card
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	Keys (Key ID Numbers:      )
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	Entry Access Card
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	Parking Permit
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	Books, AV equipment, computers 
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	Mobile telephone and charger
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	Fuel card
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	Corporate card
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	Staff library card
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	Other:      
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	


	SECTION 3  SIGNATURES

	 FORMCHECKBOX 
  I have received all of the items issued and marked on the checklist and have advised Human Resources of my acceptance of the termination of employment.

	
	
	
	
	
	
	
	
	

	
	Supervisor Signature
	
	Date
	
	Category Delegate Signature
	
	Date
	

	


Please return completed form to Human Resources for record keeping.
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