CENTER 7I
FOR HEALTH TULSA

SCIENCES

EMPLOYEE TERMINATION CHECKLIST

EMPLOYEE INFORMATION

Employee Name: [] OSU-CHs [] OSU-Tulsa
Department: Last day of work:
[] Resignation ] Involuntary Termination
[ Lay-off [] Retirement
Tulsa campus: CHS campus: Collected/Completed: | n/a NOTES:
Notify HIPAA & Security of
Terminate computer access; separation, terminate computer Ticket #:
email Stillwater Helpdesk and building access; complete U U Icket #:
(helpdesk@okstate.edu) Deactivation Form: CHS
Employee Deactivation/Transfer
Notify Campus Police of
separation and terminate
building access; email Campus ] ]
Police
pamela.jackson@okstate.edu
Keys and/or Proximity Card
(All Supervisors contact Facilities to pick up key or use facilities service ] ]
portal)
University-owned Cell Phone and/or Pager ] Il
ProCard forwarded to Purchasing ] ]
Supervisor terminates OSIIS access ] ]
Voicemail password ] ]
Final Time Sheet Completed ] ]
Computer Equipment/laptop/iPad (other than office) U U
Library property Ol O]
Return change fund to Custodian: Ol O]
0 0
Collected/Completed | n/a NOTES
Exit Interview ]
ID Badge Ol O]
Final Time Sheet/Leave Report ] ]
Employee Signature: Date:
Supervisor Signature: Date:

Human Resources: Date:



mailto:helpdesk@okstate.edu
https://nam04.safelinks.protection.outlook.com/?url=https%3A%2F%2Fokstate.service-now.com%2Fosusp%3Fid%3Dsc_cat_item%26sys_id%3D6a2bbaee1bfaa410caf155b61a4bcb14&data=05%7C01%7Cjeff.kellerman%40okstate.edu%7C766d4d9bc5124f5bf97308daaac95d5b%7C2a69c91de8494e34a230cdf8b27e1964%7C0%7C0%7C638010079145138206%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000%7C%7C%7C&sdata=cSKeLbE%2Fpl11JIzH9W27p1bcyvJV0vcri50%2B8YqT%2B40%3D&reserved=0
https://nam04.safelinks.protection.outlook.com/?url=https%3A%2F%2Fokstate.service-now.com%2Fosusp%3Fid%3Dsc_cat_item%26sys_id%3D6a2bbaee1bfaa410caf155b61a4bcb14&data=05%7C01%7Cjeff.kellerman%40okstate.edu%7C766d4d9bc5124f5bf97308daaac95d5b%7C2a69c91de8494e34a230cdf8b27e1964%7C0%7C0%7C638010079145138206%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000%7C%7C%7C&sdata=cSKeLbE%2Fpl11JIzH9W27p1bcyvJV0vcri50%2B8YqT%2B40%3D&reserved=0
mailto:pamela.jackson@okstate.edu
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