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Out-Processing Checklist
Department Instructions: Please complete this form for each terminating or retiring System Offices employee and return to Human Resources. The form will be placed in the employee’s personnel file.

[bookmark: Text1][bookmark: Text2][bookmark: Text4]Name      	UIN      	Supervisor name      

[bookmark: Text5][bookmark: Text6]Department      	   Last day worked      	Date paid through*      
* Based on whether the individual receives a lump sum vacation payout or remains on payroll to expend accrued vacation.

[bookmark: Text7]Date Transitions brochure provided to terminating employee:       
  (available online at http://tamus.edu/assets/files/hr/forms/transitions.pdf) 
[bookmark: _Hlt4401831][bookmark: Text8]Date A Look Ahead: A Guide to Retiring from the A&M System provided to retiring employee:       
  (available online at http://tamus.edu/assets/files/benefits/pdf/publications/retire.pdf)

Verify the following items have been completed/processed/returned/discussed. A response is required for each item. 
N/A  Completed/Processed/Returned/Discussed
[bookmark: Check32]       |_|	System Offices identification/building access card (must be returned to Human Resources on last day worked)
[bookmark: Check2]       |_|	Complete the Employee Payroll Action (EPA) Worksheet, http://tamus.edu/offices/hr/forms/#EPA, and email to SystemOfficesEmployment@tamus.edu.
[bookmark: Check3][bookmark: Check22]       |_|	Contact Information Technology using the Help Desk icon in Outlook for additional exit processing requirements.
       |_|	Ask if any data or information relating to state business resides on personal storage devices [thumb drives, BlackBerry or other Personal Digital Assistant (PDA), home computer, etc.].  If affirmative, the supervisor or processor should contact Information Technology using the Help Desk icon in Outlook.
       |_|	Advise employee of Exit Survey option. See Transitions brochure.
[bookmark: Check4]|_|   |_|	Resignation letter (return to Human Resources)
[bookmark: Check8]|_|   |_|	If biweekly paid employee, contact Human Resources at 458-6161 to discuss insurance coverage end date.
[bookmark: Check10]|_|   |_|	If ORP participant, complete Form HR 15, ORP Notification of Change in Employment Status, http://tamus.edu/assets/files/benefits/pdf/publications/forms/15.pdf (return to Human Resources)
[bookmark: Check12]|_|   |_|	If TRS participant, optional to complete Form TRS 6, Notice of Final Deposit and Request for Refund, www.trs.state.tx.us/reporting/forms/form_6.pdf.  Submit completed form to System Offices Payroll, MS 1170.
|_|   |_|	If TDA participant, complete Form HR 18, TDA Notification of Change in Employment Status, http://tamus.edu/assets/files/benefits/pdf/publications/forms/18.pdf (return to Human Resources)
|_|   |_|	Advise employee of lump-sum deferral option under TDA program and DCP.  See Transitions brochure.
[bookmark: Check14]|_|   |_|	If the employee is a LeaveTraq departmental administrator, notify Judy Kurtz at jkurtz@tamus.edu. 
|_|   |_|	If the employee is a LeaveTraq approver, confirm he/she has reviewed/approved all pending requests and that the LeaveTraq departmental administrator has changed the manager for each direct report impacted in LeaveTraq. 
|_|   |_|	Notify LeaveTraq departmental administrator to suspend future LeaveTraq accruals and to process a transaction entry in LeaveTraq to zero out vacation hours if the employee receives a lump sum vacation payment.
|_|   |_|	If the employee is due a lump sum vacation payment, complete a Monthly Supplemental Form, http://payroll.tamu.edu/docs/processing/321SuppMonthlyBVD.pdf, and send to TAMU Payroll Services.
[bookmark: Check18]|_|   |_|	Provide employee with LeaveTraq print screen reflecting vacation, sick and compensatory time balances.
[bookmark: Check16]|_|   |_|	Provide Sick Leave Pool Donation form, http://tamus.edu/assets/files/hr/forms/27.pdf (return to Human Resources)
[bookmark: Check36]|_|   |_|	Return SO-owned equipment such as a PC used at home, laptop, thumb drive, cell phone, Air Card, etc.
|_|   |_|	If the employee has an Air Card for cellular internet access on their computer, contact the vendor to cancel. Contact Information Technology at 458-6430 if you have questions.
[bookmark: Check20]|_|   |_|	If the employee has FAMIS access, send a signed FD-805 Financial Systems Access Request form, http://finance.tamu.edu/fmo/ts/forms/fd-805.pdf, to TAMU Financial Management Operations - MS 6000 or 
	famis-aid@tamu.edu.
|_|   |_|	If the employee has B/P/P System access, notify Cliff Ussery at cussery@tamus.edu. 
|_|   |_|	If the employee has a communication allowance, cancel by completing the Monthly Communication Allowance Enrollment form, http://payroll.tamu.edu/docs/processing/343MonthlyCommAllowanceEnrollmt.pdf, and send to TAMU Payroll Services.
[bookmark: Check27]|_|   |_|	If the employee a TimeTraq approver, delete access by completing the TimeTraq Access Request Form,
http://payroll.tamu.edu/docs/general/380TimeTraqAccess.pdf, and send to TAMU Payroll Services.
[bookmark: Check34]|_|   |_|	Collect state-issued credit cards (travel and/or payment cards).  Notify TAMU Financial Management Operations to cancel the card via email to paymentcard@vpfn.tamu.edu and famis-aid@tamu.edu.  Include cardholder’s name and last 8 digits of card number.  Destroy card upon receipt of cancellation confirmation email.
[bookmark: Check30]|_|   |_|	Collect keys issued for office, desk, etc.
[bookmark: Check28]|_|   |_|	Provide voice mail password (can be changed to a generic password before being shared)
[bookmark: Check40]|_|   |_|	Process professional certification reimbursement, if applicable.
|_|   |_|	Advise employee to update email address in HRConnect or complete a Change of Address form, http://tamus.edu/assets/files/hr/forms/183.pdf (for W-2 notification/mailing).  See Transitions brochure.

Remarks:       


Supervisor or Processor signature					 Date
