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	LAST NAME                                                   FIRST NAME                                                    M.I.                                                            
	 DATE



	STREET ADDRESS*
	SOCIAL SECURITY #



	CITY
                                                           STATE                                         ZIP
	DATE OF HIRE

	DEPARTMENT                                                                           JOB TITLE              
	DATE OF SEPARATION


	Contact
	Item
	Signature
	date

	employee

Supervisor
	resignation letter

return keys

contact it re:home computer software

return msu computer equipment

notify telecommunications  dept via email
	
	

	human resources benefits

co 314
	begin separation processing
	
	

	information technology

uNIVERSITY hALL  5th floor
	msu computer acct.

deletion of msu software-home computer

cancel meeting maker acct (susan Graham)
	
	

	telecommunications

uNIVERSITY hALL  6th floor
	return cell phone
	
	

	teaching &  learning resources
uNIVERSITY hALL  5th floor
	equipment loan return
	
	

	procurement services
co 304
	p-card return
	
	

	parking services
red hawk deck, level 1
	parking fines
permit and/or transponder

outstanding bal on parking acct.
	
	

	accounting
855 valley rd
	american express card
frs acct
	
	

	library
circulation desk
	library books, fines
	
	

	hr- payroll
co 314
	leave balances
final paycheck
	
	

	hr- staffing

co 316
	exit interview
	
	

	hr benefits 
co 314
	return employee separation form & pOST-EMPLOYMENT RESTRICTIONS**
Unemployment Benefits (Chapter 87)
	
	

	*if you are changing your permanent address after separating from the university, it is imperative that you provide payroll with this new address so that tax records can be sent to you in a timely manner. failure to do so MAY RESULT in tax filing penalties.

**REVIEW & SIGN STATE OF NJ’S POST-EMPLOYMENT RESTRICTIONS (see   www.montclair.edu/ethics/training_postemployment.html)


	employee signature





EMPLOYEE 


SEPARATION








CC: DIVISION VICE PRESIDENT
       AA/EO OFFICE


