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Student Out-Processing Checklist

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

Name      	      UIN        

Dept.      	      Supervisor name      

Last day worked      

Please verify the following items have been completed/processed/returned/discussed. A response is required for each item.

N/A    Completed/Processed/Returned/Discussed
          |_|           Email Human Resources at SystemOfficesEmployment@tamus.edu on the student’s last day of
             	         employment so that door access to our building can be deactivated from the student’s Aggie
             	         card.  If a System Offices ID card was issued, attach it to this checklist.  

          |_|	Complete the Employee Payroll Action (EPA) Worksheet, 
http://tamus.edu/offices/hr/forms/#EPA and email to SystemOfficesEmployment@tamus.edu. 

          |_|	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.

|_|      |_|	Return SO-owned equipment such as a PC used at home, laptop, thumb drive, cell phone, Air
Card, etc.

|_|      |_|	           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. 

|_|      |_|	Collect keys issued for office, desk, etc.

|_|      |_|	Provide voice mail password (can be changed to a generic password before being shared).

|_|      |_| 	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).  

Remarks:      



Supervisor or Processor signature			Date

