	EXIT CHECKLIST


This form is designed to assist in the exit procedure - to ensure that the required processes are followed and that all company property and equipment is returned.  Please have this checklist signed by the following people to confirm that the appropriate items have been returned and/or actions completed. 

It is your responsibility to ensure that this form is completed and returned to HR dept by 10.00am on your final day.  Please note that your final pay will not be prepared until this form has been sent to HR dept.

Name: __________________________________________   Exit Date:  ___________________________

	Resignation provided to HR                  
              _________________________
HR

Admin notified for Proximity Card

            _________________________
Admin – L1

Admin notified for internal phone directory         _________________________          Admin – L1
Calling Cards




            _________________________
Admin – L1
Laptop and Computer Equipment


_________________________
Manager

Mobile Phone and Account*


_________________________
Manager

Facsimile





_________________________
Manager

Office Keys (eg desk, drawers, filing cabinets etc)
_________________________
Manager

Final expenses completed and approved

_________________________
Manager

Diners Card and Statement*


_________________________
Finance

Company Car and Keys



_________________________
Finance

Novated Lease (Lease company notified of termination)
___________________
Finance
Fuel Card




            _________________________
Finance

Cash Advances




_________________________
Finance

Bookmaster account closed



_________________________
Finance
IT Checklist Received 



_________________________
IT – L1

Company Books/Resources



_________________________
Dept/Grp Coord
Incident Reporting Book (First Aid Officers only)
_________________________
HR

Exit Interview conducted



_________________________
HR

Mailing address verified with HRIS

_________________________
HR

Superannuation Fund notified


_________________________
Interim


	Checklist completed and returned to Payroll


Employee signature:
______________________________   Dept. PA/HR: __________________________

Date:


_____________________
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