UNIVERSITY OF COLORADO DENVER
CHECK-OUT TIPS
Employee Name: _______________________________
               Term Date: _______________
Job Title: _____________________________________

	√
	ITEM
	COMPLTETED/NOTE

	
	UCD CHECK-OUT NOTIFICATION- Submit UCD Check-Out Notification (http://www.ucdenver.edu/about/departments/HR/FormsTemplatesProcesses/EmployeeCheckOut/Pages/form.aspx).  Those who subscribe will take appropriate action by following up with employee or terminating access at the appropriate time.
	

	
	UNIVERISTY PROPERTY- Turn in keys, A-Card, Visa travel card, Staff ID, and all university property to department
	

	
	RESIGNATION LETTER- Provide an official resignation letter for personnel file.  If not provided, the supervisor should write a letter acknowledging the separation.
	

	
	TERMINATE APPOINTMENT IN HRMS- Department enters termination into the Human Resources Management System (HRMS).
	

	
	VACATION/SICK LEAVE PAYOUT- If eligible for vacation leave payout or sick leave payout (if eligible for retirement), department should complete the Unused Leave Calculation Sheet and Unused Leave Separation Pay Form (http://www.ucdenver.edu/about/departments/HR/HRPolicesGuidlines/Pages/index.aspx  and fax to HR at 303-315-2721.  After leave payout has been approved by HR enter leave payout into HRMS time collection.  If employee has already left UCD complete a Payroll and Benefits Services hand drawn check request.  Fax the hand drawn request to PBS at 303-735-6599.
	

	
	PULLING A PAYCHECK IF NOTIFIED AFTER PAYROLL CUT-OFF- If notified after payroll cut-off that employee is leaving before the last day of the month, department should contact PBS to request that check be pulled and reissued with appropriate leave payouts. 
	

	
	BENEFITS- Employee should contact PBS regarding questions on COBRA benefits (if applicable) 303-735-6500.
	

	
	RETIREE BENEFITS- Employee should schedule a counseling session with a Payroll and Benefits Services representative (303-735-6500). 
	

	
	LIBRARY- Return all library material and pay fines.
	

	
	CLASSIFIED STAFF PERFORMANCE EVALUATION- Complete overall evaluation and forward original to HR (Campus Box A005/130) for personnel file.
	

	
	INVOLUNTARY EXEMPT PROFESSIONAL OR FACULTY SEPARATION- If involuntary separation of exempt professional or faculty submit chancellors action for approval to Chancellors.Actions@UCDenver.edu. 
	

	
	Anschutz/ 9th & Colorado ID/ACCESS CARDS- Return ID/Access cards to the security department at mailbox F-506 or at the badging office at Anschutz in Building 500 – Room N1207.
	

	
	Anschutz/ 9th & Colorado KEYS- Return keys to Facilities Operation/ Control (Maintenance) in the basement of the School of Medicine Room 0659 or to the new Campus Services Building, Room T36-110 at Anschutz.  A fee will be levied for each key checked out in an employee’s name that is not returned.
	

	
	Anschutz/ 9th & Colorado PARKING- Return parking tags and cards, request parking deposits and request a stop to payroll deductions in the basement of the School of Medicine 0659 or in the Building 500 on the first floor at Anschutz (Parking Office – Room N1207).
	

	
	Downtown Campus KEYS- Return keys to department.  Department returns keys for CU Building and Lawrence Street Center (LSC) to Facilities Management, LSC Suite #1300 (303-315-2205).  Keys for other locations to AHEC.
	

	
	Downtown Campus PARKING- Return parking tags and cards, request parking deposits and request a stop to payroll deductions for CU Building, Lawrence Street Center, and Denver Performing Arts complex to Facilities, LSC, Suite #1300 (303-315-2205).  Return access cards for other lots to AHEC parking or mail to Campus Box M (303-556-2003). 
	

	
	Downtown Campus ID/ACCESS CARDS- Return ID card to department.  Department should destroy the ID card.  Eco-pass sticker must be returned to Auraria Parking by employee. 
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