
Please wait... 
  
If this message is not eventually replaced by the proper contents of the document, your PDF 
viewer may not be able to display this type of document. 
  
You can upgrade to the latest version of Adobe Reader for Windows®, Mac, or Linux® by 
visiting  http://www.adobe.com/go/reader_download. 
  
For more assistance with Adobe Reader visit  http://www.adobe.com/go/acrreader. 
  
Windows is either a registered trademark or a trademark of Microsoft Corporation in the United States and/or other countries. Mac is a trademark 
of Apple Inc., registered in the United States and other countries. Linux is the registered trademark of Linus Torvalds in the U.S. and other 
countries.


Departing
Employee/
Employee Transfer
Checklist
 
Instructions: Use this checklist an employee is departing to transferring to a different work area. The order in which these items occur may vary, but if this checklist is followed, the process should be more thorough. Space has been provided to include items specific to your department. Additional copies of this form may be obtained from the Forms Section of the Human Resources Webpage. 
Exit Interview	
Choose one option below.
Retrieve the item(s) or perform the tasks below on or before the last day of employment
Choose one option below.
Item Description
Return To:
Building Services
Building Services
Building Services
Department
Department
Department
Finance
IT
IT
Accounting
IT & Accounting
Purchasing
Butler County EMA
Retrieve the following from a terminating employee when the billing amount is known
Choose one option below.
Finance
Finance
The individual collecting the above items should arrange for the following:
Choose one option below.
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