Employee Checklist 

(Resignation or Retirement Process)
Employee Name:        

Supervisor:        

Resignation Date:        

 FORMCHECKBOX 

Complete letter of Resignation/Retirement or the “Notice of Termination” form on the Horticulture Forms page:  

 FORMCHECKBOX 

If retiring, complete Application for Payment of Unused Sick Leave.

 
 FORMCHECKBOX 

Account for and verify the return of university equipment.  

 FORMCHECKBOX 

Return P-card to Colleen Johnson, 106 Horticulture Hall.  Colleen will destroy card and contact ISU Purchasing Dept to cancel the card. 

 FORMCHECKBOX 

Return all room keys to Facilities Planning and Management, General Services Building.  You may request listing of keys from June VanSickle.  Return desk keys, gate card, etc. to Kim Gaul, 106 Horticulture.

 FORMCHECKBOX 

Review with your supervisor the status of your sponsored funding accounts.
 FORMCHECKBOX 

Return all ISU Library property.

 FORMCHECKBOX 

Contact the Benefits Office (3350 Beardshear/294-7680).

 FORMCHECKBOX 

Schedule exit interview (if desired) with Dr. Iles by contacting Kim Gaul 4-3718 or kimgaul@iastate.edu.

 FORMCHECKBOX 

Change your ISU permanent address for year-end tax info, etc.  Login to Access Plus under Faculty & Staff to make the change.

