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Personnel Services

OCEANS OF OPPORTUNTT





EMPLOYMENT SEPARATION

CHECK-OUT SHEET
Classified Staff, Confidential Staff, Management,                                                                      Part-Time Faculty and Full-Time Faculty
Name: ____________________________________________ 
  
 Date: __________________
ALL ACCOUNTS MUST BE VERIFIED AND APPROVED PRIOR TO LAST DAY OF EMPLOYMENT.

DEPARTMENT:                                                                 


APPROVED BY:

COLLEGE SUPPORT SERVICES
All Keys Returned





___________________


Copy Card Returned (If Applicable)





___________________


PERSONNEL SERVICES

Final Check Information - Pick-Up or Mail?





___________________

Staff Identification Card Returned





___________________

LIBRARY
All Books/Media Returned





___________________

TECHNOLOGY SUPPORT SERVICES

Account Cleared





___________________

All Equipment Returned





___________________

MISCELLANEOUS

Uniforms Returned (If Applicable)





___________________

Other (Please List)





___________________
Physical Education:  If you have reserved a locker in Athletics, please clear its contents and check-out with the equipment manager prior to your departure.
TURN IN ACCOMPLISHED CHECK-OUT SHEET TO PERSONNEL.
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