Office of the Governor

Office of Executive Policy and Programs

Checkout Form

(Please fill out and return to your immediate supervisor.  Your supervisor has been instructed that final paychecks are not to be issued until this form has been properly completed, with signatures of approval, and agency property returned.

Name






Job Title






Unit






Last Day of Employment





Forwarding Address:

















(Street)


(City, State, Zip Code)

The following items/property of OEPP, Program Services and the Offices are returned:

Personnel/Program Services




Director, Admin. Svcs.


Office/Building Keys






Cellular Phone



ID Card







Blackberry _______



Parking Decal/Hanger/Permit







Comments (If “Other” Identify):





























Approved:
















(Supervisor Signature and Date)

Items Not Returned














Explanation













Office Director Note:  If all items are not returned, proper explanation must be given and approval for release of check.  Employees are also required to sign a notarized statement acknowledging loss of ID Card.






Approved:















(Office Director Signature and Date)
RETURN TO HUMAN RESOURCES OFFICE
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