TERMINATION PROCEDURES FOR KUED/KUER/UEN/UIT EMPLOYEES

EMPLOYEE: ____________________________________________

DEPARTMENT: _________________________________________

Please turn in the following items to your supervisor or the Human Resources Manager on your last day of employment:

_____Building keys

_____Cards: ID Badge, Building card, etc.

_____Credit Cards: Diner’s, American Express, etc.

_____Purchasing Card (if one has been issued)

_____Staff ID card (unless you are transferring to another University department or a student)

_____Laptop computer (if applicable)

_____Cell phones, beepers, etc.

_____Turn in all other assigned University property to your supervisor (cell phones, beepers, computers, etc).

_____ Please provide Payroll Reporter or HR a forwarding address if applicable.

_____ You are encouraged to complete confidential Exit Survey prepared by University Human Resources.  https://www.hr.utah.edu/exit/ 
_____Important University link:  Separation From the University Information:  https://www.hr.utah.edu/forms/lib/SeparationInfoSheet.pdf 
_____Complete a change mailing address form if you move in order to receive your W-2 at the correct location.  The form can be obtained on the Tax Services website:  www.tax.utah.edu.  Link on “W-2 Information”; review the directions to change your mailing address.  

______ Notify the Benefits Office (ext. 1-7447) if you wish to inquire about the continuation of your medical benefits under Cobra or if you have any questions regarding your benefits.
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