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Student Out-Processing Checklist

To be completed by the department and emailed to Human Resources within one business day of the employee’s last day.


[bookmark: Text1]Name      	      UIN        

Department      	      Manager’s name      

Last day worked      Click or tap to enter a date.

N/A   Completed/Processed/Returned/Discussed (A response is required for each item.)
 ☐      ☐	Email Building Access Control, SO-AccessControl@tamus.edu , on the student’s last day of employment so that door access to the Moore/Connally Building can be deactivated from the student’s Aggie card. If a System Offices ID card was issued, attach it to this checklist.  

          ☐	Initiate the Terminate business process in Workday for the employee. Reference the job aid titled Termination (Voluntary) on the Workday Help website for instructions. (Note, this business process can be initiated by either the HR Contact or the Manager.) 

          ☐	Email Information Technology at SOHelpMe@tamus.edu for additional exit processing requirements. If located at RELLIS Campus, email helpdesk@rellis.tamus.edu.

          ☐	Ask if any data or information relating to state business resides on personal storage devices
[thumb drives, iPhones or other Personal Digital Assistant (PDA), home computer, etc.].  If so, email SOHelpMe@tamus.edu.

          ☐	Email ESS () – please provide employees name, UIN and last day worked.

	☐            Provide the resignation letter/email to Human Resources. If a resignation notice is not provided, the department may create one on the students’ behalf.

☐      ☐	Return SO-owned equipment such as a PC used at home, laptop, thumb drive, cell phone, etc.

☐      ☐	If the employee has FAMIS or Aggie Buy access, complete the FD-805 Financial Systems Access Request Form to request removal of access. 

☐      ☐	          If the employee has Laserfiche access, email famis-security@tamus.edu. 

☐      ☐	Collect keys issued for office, desk, etc.

☐      ☐	Provide voice mail password (can be changed to a generic password before being shared).



Remarks:      


			     Click or tap to enter a date.
Manager or HR Contact signature			Date

Scan and email the completed form to SystemOfficesEmployment@tamus.edu for retention in the employee’s personnel file.

