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EMPLOYEE EXIT SECURITY CHECKLIST


	EMPLOYEE’S NAME



	DATE 



	

SIMON Mailbox Password


Building Access/Return Corby Card


SCAN Access


· Cancel Network/PC Log On Numbers and Passwords

· Remove from E-mail

· Remove from CAMIS

· Remove from Main Frame Operating System (IBM/UNISYS):  Contact ISSD Data Security










Other Program Related Items:








	SIGNATURE


	TITLE



	DATE





INSTRUCTIONS

It is recommended that this form be filled out when an employee exits the Department of Social and Health Services.

It is at the option of the organizational unit to use this form.

Upon signature, return this form to the employee’s personnel/payroll office.  This form will be filed in a separate file other than the employee’s personnel file.
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