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	Procedure:
Department Office Check Out


	Guidelines:

1) Prepare ANSE (Advance Notification of Separating Employee) form as soon as information is available regarding the employee’s separation date.
a) Fill in required information following the directions on the form

b) Send form via e-mail address “ANSE” in global listing.

NOTE:  Upon receipt of the ANSE form, secure computer accesses are cancelled on the employee’s separation date or last day on campus.  Cards, such as AMEX and Procurement card (MasterCard) are cancelled; ID door access is cancelled.
2) At an appropriate time before employee leaves campus, perform checkout:

a) Notify employee of key or library books to be returned.  Collect employee’s signature under statement “I understand I must return these items.  Failure to do so may result in a bill for penalty fees, property value, and/or cost of security restoration to a room or building.”
b) Notify employee of confidentiality obligation.  Collect employee’s signature under statement “I understand my ongoing responsibility for maintaining the confidentiality of university information.”

c) Perform Checkout.  
· Check boxes as items are cleared.
·  ID card – collect, if possible.  Do not collect from student or retiree.
· Collect permanent parking decal pieces. (Employee should bring in perm parking sticker. Pieces are acceptable as long as the issue number is shown.)

· Tell the employee to contact Payroll/Benefits Office regarding W-2, benefits, etc.

· If appropriate, initial “Cleared Reponses” to ANSE (Key Shop/Library).
· If final warrant is to be mailed, collect address.

d) Send form and attachments to Cashiering Office, Zip 242
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