
Employee Departure Slip

NAME:


POSITION TITLE:


FORWARDING ADDRESS:

HOME
BUSINESS











Telephone:




Telephone:

Email:





Email:

TERMINATION DATE:


              Last Day Worked

Are you transferring to another Department on campus?/Department name

SUPERVISOR’S SIGNATURE:  (acknowledging termination date)

MERS Code been changed/disconnected?

                  Date:

BUILDING KEYS RETURNED: (please have signed by person who received your keys)

                           (Signature)





        (Date)

PARKING PERMIT AND STAFF ID CARD TURNED IN

                           (Signature)





       (Date)

What equipment, if any, is at home?

Returned





Date

HOW SHOULD YOUR LAST PAYROLL/TRAVEL CHECK BE HANDLED?


ALL NETWORK LOGINS (Synchronize, Remedy, Mainframe, Network, Winframe) CANCELLED/EMAIL ACCOUNT RESOLVED (Please have initialed)

Zone Point of Contact




Date

AFTER ALL SECTIONS OF THIS FORM ARE COMPOLETED AND INITIALED, AND/OR SIGNED BY APPROPRIATE DEPARTMENTAL STAFF, TURN IN TO THE BUSINESS OFFICE.  NOTE:  KEYS ARE      TO BE RETURNED PRIOR TO RECEIVING FINAL PAYCHECK.

------------------------------------------------------------------------------------------------------------------------------------------

------------------------------------------------------------------------------------------------------------------------------------------

ALL REQUIREMENTS HAVE BEEN MET:

HRM  or BUSINESS OFFICE SIGNATURE:




DATE:










Date

EMPLOYEE EXIT INTERVIEW

Name


Termination Date

Department


Position Item No.

Position Title


Job Classification

Tenure at Purdue


Tenure in Position

Department Head’s Name
Supervisor’s Name

Why are you leaving the University?



UNIVERSITY-RELATED QUESTIONS
What does Purdue do well?




What does Purdue do that needs to be improved?




What should Purdue be doing that it is not?

How do you feel about advancement opportunities at Purdue?





What are your feelings about the benefits offered at Purdue?





Do you feel you were adequately compensated for the type of work you performed?





What comments can you make about Purdue’s policies?  Are there any changes you would suggest?





What should Purdue do to remain as a world-class competitor?





Do you feel the Excellence 21 project has made an impact at the University?



MANAGEMENT

What does management do that helps people do a good job?



What does management do that hinders people in their work?





How can management improve to help people in their work?





How seriously are employee suggestions taken by management?




SUPERVISOR

What did your supervisor do to help you be successful in your position?




Do you feel that your supervisor did anything that hindered your in you position?




How can supervisors, in general, improve what they do to help people in their work?




Did your supervisor adhere to the Basic Principles?







POSITION SPECIFIC

What were the positive features of your position?




What were the less desirable features of your position?




Do you feel you were adequately trained for your position?  Do you have any suggestions?




GENERAL COMMENTS:




Exit interview conducted by:


Name and Title






         Date

1
2

