MINERAL AREA COLLEGE
Verification of Separation of Procedures

I, ______________________________, verify that I am leaving employment with 
Mineral Area College.  Today, _____________________, is my last working day. 

I verify that I have returned the following to a duly appointed representative of the college:

_____Keys

_____Parking tag

_____Files (paper or electronic) or other related information

_____Computer, equipment, or machinery

_____Board Policy Manual

_____Faculty & Staff Benefits Program Manual

_____Faculty Advisor Handbook

_____Classified Staff Handbook

Any properties (reference 3.60, Board Policy) or instructional materials that are subject to joint property rights have been inventoried, discussed and resolved with my administrative superior 
prior to my leaving the institution.

I verify that I have no bills due the college (bookstore, leave days, etc.) and that I have turned in 
all time sheets and/or pay related information to my supervisor.

__________________________________ 


________________________

Employee






Date
__________________________________


________________________

Supervisor






Date
The following procedures have been completed:

_____Termination of MACnet access

_____Contacted payroll personnel regarding insurance termination
_____Notification to remove employee mailbox

_____E-mail informing faculty/staff of employee separation








______________________________








Administrator

*************************************************************************

Upon completion by the appropriate dean/administrator, this form is to be returned to the Payroll Office.
Effective Date of Termination___________________

COBRA (Advised of Benefits)___________________
___________________________________








HR Director 


    Date
