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CLASSIFIED CLEARANCE CHECKLIST
Name  






Separation Date  




Department  





Employee ID#      

                      

This form is to be signed off by each department listed below and returned to the Human Resources office before the employee’s final paycheck can be released.

1. Department
- Books and materials have been returned or settlement made.

- Final student grades have been filed with the Registrar’s Office.

- Uniforms have been returned or accounted for satisfactorily.

- Courtesy Car has been turned in.









2. Library
(Ext. 52111)
 
- Books, library materials, and/or fines have been accounted for satisfactorily.



3. Facilities Maintenance
  (Ext. 54357)


- University keys returned or accounted for satisfactorily.







4. Telecommunications (Ext. 00)
  


- Telephone charges paid.


  
- Phone card & Pin number returned.









5. Student Accounts & Cashiering - (Ext. 53823)



- Computer loan paid.



- Classified Grant-In-Aid refunded to UNLV.




- Taxable Grant-In-Aid has been reported to IRS.







6. Parking Enforcement (Ext. 51300)


 
- Parking fees/fines paid.









7. TMC Operations (Ext. 53726)





- Thomas & Mack Center card key has been turned in.






8. Accounts Payable (Ext. 51156)
- Diners Club Corporate Card has been returned.

 
- Outstanding travel advances/expense claims have been cleared. 



- Taxable housing, moving, spousal travel.







9. Purchasing (Ext. 53922)


-Procurement card (P-CARD) has been returned 






10. Systems & Applications (Ext 53139)
 
 


-Notified of separation.











11. Human Resources (Ext. 53504)


- Rebel Card returned.



- Arrangements made regarding final paycheck.



- Exit questionnaire given to employee.



- Briefed on COBRA











Employee Signature  







Date  





Administrator Signature  






Date  
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