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Human Resources & Payroll Department

DEPARTURE NOTIFICATION
Directions:  Moorhead and St. Paul – please send electronic copy to hr@cord.edu; Bemidji –send to your HR Representative jbarfkne@cord.edu
	Name:                                                                                  
	        

	Department:
	      


SECTION 1 – Departure Information                                                                                                      .
	Last Day Worked:
	     

	Reason for Departure:
	 FORMDROPDOWN 


	                    If other, please specify:
	     

	Attached employee’s resignation letter:
	 FORMCHECKBOX 
  YES        FORMCHECKBOX 
  NO

	Timesheet Approver:
	 FORMCHECKBOX 
  YES        FORMCHECKBOX 
  NO
	If yes AND position will remain open for longer than 1 pay period, who will approve time:        


**  Send form to HR immediately after completing this section. **
SECTION 2 – Supervisor Checklist                   To be used for your reference only – do not hold form until complete!   .
	√
	Action
	Moorhead Contact
	Bemidji Contact

	
	Notify IT to inactivate computer access
	ITS    x3375
	IT   x8806

	
	Cancel voicemail
	Facilities   x3362
	Facilities   x8510

	
	Collect keys and key fob
	Facilities    x3362
	Facilities   x8510

	
	Collect ID
	Turn into Dining Services    x3706
	

	
	Collect Parking Pass
	Parking Services    x 3267
	Facilities   x8510

	
	Communicate departure to department staff
	
	

	If Applicable

	
	Collect cell phone
	Facilities    x3362
	Facilities   x 8510

	
	Terminate status in IT systems (Banner, Kronos, etc.)
	ITS   x3375
	IT   x8806

	
	Collect laptop (and other misc equip.)
	ITS   x3375
	IT   x8806

	
	Collect P-card
	Diane Aafedt   x4477
	Diane Aafedt   x4477

	
	Collect uniform
	
	

	
	Collect name badge
	
	




	Completed By:

	     
	Date:
	     




	HR/PR USE ONLY                                                                                                                                 Concordia ID   ______________________                                                                                                               
 FORMCHECKBOX 
  STAFFING  – PPACERT Background Ck Exp   INT _______                                                
 FORMCHECKBOX 
  BENEFITS – Cobra notified, benefit term notices sent, add to departures   INT _______                     Position #:  ______________________
 FORMCHECKBOX 
  PAYROLL –  Final paycheck  INT _______       FORMCHECKBOX 
  Proofed  INT _______       FORMCHECKBOX 
  VPO  INT  ________
 FORMCHECKBOX 
  TUITION REDUCTION – INT _________ 
Paperwork                    
 FORMCHECKBOX 
  Pull W4, Direct Deposit and MWR Form, I-9
 FORMCHECKBOX 
  EE remains ACTIVE in secondary position 
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