Leaving SMU
Checklist for Employees

The purpose of this checklist is to assist SMU emplelgaving theUniversity. Following are important actions you
need to take.

[] Submitaletter of resignation to your supervisais soon as you know you are leaving

[ ] Ensurethat SMU property has beereturned to the appropriate department:

X SMU ID Cardnd Parking Decal Returnto Parking & ID Services.
Dart Pass You may keep your DART PRass
Library Materials: Books, vides, etc,, must be returnedo the appropriate library
Procurement andGas @rds: Returnto your supervisor. HR will inform Purchasing
Building/Office/Desk Keys Return toyour supervisor.
Cell Phone

X X X X X

You are responsible for all assigned University property and any debt owed to SMU. If assigned property is not
returned and debt not paid, collection procedures will be initiat&skttleoutstanding chargesalances, fees,
andfinesfor the following

X Petty Gsh Parking Fees oiiries

X Travel Advances Rentfor SMU FPPoperty

x Long Distanc@hone Calls If you havea Procurement @rd, ensurethat
X Library Fees orikes

to a
shared drive Prepare any final reports. Determingo will takeover yourresponsibilitiesafter you leave.

[ ] Cancel subscriptions and memberssiip committees and professional organizatidhat are linked to your role
at SMU(emaillists, magazins, newspapes, etc.)

[ ] If youhavea child enrolled in th&MU Preschod Child Care Centenotify the Center2 weeks before leaving

[ ] On your last daycomplete yourfinal time reporting, including sick/vacation time

x Biweekly EmployeesReview your timesheet imy.SMUand notify your supervisor ofiecessary updates
x Monthly Employees:Be sure all time for current and prior months has been reportealow up with your
supervisor (or delegate approvdn be sure all timesheets have beapproved.

L] Your access to the SMU network (email, voicemayl,
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