
North Carolina Department of Crime Control and Public Safety

SEPARATION CLEARANCE CHECKLIST

	Employee Name:


	Beacon ID:

	Supervisor Name:


	Division:


Prior to an employee’s last date of employment, it is the responsibility of the Supervisor to recover all items that are the property of the Department of Crime Control & Public Safety.  

	Have the following items been returned:
	Employee Initials & Date
	Supervisor
Initials & Date

	All Keys/ Security Access Cards? 
	 Yes         Not applicable
	
	
	
	

	CCPS ID Card?
	 Yes         Not applicable
	
	
	
	

	Credit cards/ phone cards?
	 Yes         Not applicable
	
	
	
	

	Account Codes & Passes?
	 Yes         Not applicable
	
	
	
	

	Computer/ Info Tech Equipment?
	 Yes         Not applicable
	
	
	
	

	Telecommunications Equipment?
	 Yes         Not applicable
	
	
	
	

	Vehicles / Transport Equipment/ Transponders?
	 Yes         Not applicable
	
	
	
	

	Other Equipment/ Uniforms & Materials? 
	 Yes         Not applicable
	
	
	
	

	Timesheets & Leave Reports? 
	 Yes         Not applicable
	
	
	
	

	Travel Expense Receipts & Reports?
	 Yes         Not applicable
	
	
	
	

	Phone / Fax Or Other Usage Logs? 
	 Yes         Not applicable
	
	
	
	

	HAVE YOU ALSO
	
	
	
	

	Given Forwarding Address to division HR/Payroll Rep – so you will receive your annual W-2 income tax forms, etc.? 
	 Yes         Not applicable
	
	
	
	

	Completed the on-line exit interview for submission to Employee Relations?
	 Yes         Not applicable
	
	
	
	


SEPARATION CLEARANCE 

CHECKLIST, page 2

	Employee Name:


	Beacon ID:

	Supervisor Name:


	Division:


SUPERVISOR   and/or   HR / PAYROLL REP:  

	HAVE YOU:
	Authorized Rep

Initials & Date

	Terminated the individual’s long distance access codes?
	 Yes         Not applicable
	
	

	Terminated the individual’s access rights to all CCPS Systems? 
	 Yes         Not applicable
	
	

	Terminated the individual’s signature authority on bank accounts and/or P-cards? 
	 Yes         Not applicable
	
	

	Approved all time and leave for the employee?
	 Yes         Not applicable
	
	

	Completed the final performance review?
	 Yes         Not applicable
	
	

	Cancelled any training scheduled but not yet incurred?
	 Yes         Not applicable
	
	

	Cancelled any travel scheduled but not yet incurred?  
	 Yes         Not applicable
	
	

	Submitted appropriate separation action(s) through HR System prior to the payroll cutoff deadline for the final pay date?
	 Yes         Not applicable
	
	

	Referred the individual to the online exit interview (CCPS website)? 
	 Yes         Not applicable
	
	

	Put a “tickler” on your calendar for 1 month after the termination date to verify that all payroll transactions have cleared? 


	 Yes         Not applicable
	
	


Division Director:

My signature certifies that all separation requirements for the individual have been satisfied.  
	Division Director SIGNATURE
	Division Director Name, Printed
	Date
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