EXIT CHECKLIST 

A Guide for Staff, AWU, and Users

This list is not meant to be complete only to provide a general guideline of actions to be performed prior to exiting PNNL. Both AWU and PNNL have specific forms that are required to be completed prior to staff and assignees exiting. 

I. Provide personal info to department secretary:

Name_____________________________________________________PR or HID# __________

                Last                                           First                                  Middle

Address________________________________________________________________________

                         Street                                        City                               State               Country                   Zip
E-mail address _____________________________________  Phone  _____________________

Host ___________________________________   Departure Date ________________________

II. Ask Yourself:

___Smart card returned?

___P-Card turned in (staff)?

___Travel: all trips and travel cleared

___Benefits paperwork complete (staff)?

___Staff Association Card turned in (staff)?

___Forwarding address with payroll (staff)?

___Notified EMSL Chemical Waste Management Rep to dispose of laboratory waste?

___Laser eye exam needed?  Scheduled date and time ________________

___HEHF for exit exam?

___Turned in library materials?

___Turned in keys to office, labs, office furniture?

___Cancelled email account?

___Cancelled other computer accounts?

___Dosimeter returned to Rad Control?

___Controlled manuals returned to Document Control? 

___Research records transferred?

___IOPS info – verify expiration date or extend if you will return?

___Heads up to EMSL front desk of pending departure?

___Exit checklist completed (PNNL form for staff, AWU form for AWU)?

___Property reassigned (if PNNL staff)?

___Badge turned in?

___Prox card turned in?
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