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SOUTHERN  ILLINOIS UNIVERSITY CARBONDALE 
FACULTY, ADMINISTRATIVE/PROFESSIONAL AND
CIVIL SERVICE STAFF RESIGNATION/SEPARATION
 
REASON (Voluntary)--signature required:
Mark appropriate reason:
Will you be employed at another state agency or institution within 30 days of your resignation/retirement?
EFFECTIVE DATE:
.
READ BEFORE SIGNING: SIU employees who return to employment
within 30 days of termination of previous employment at SIU or another
state agency or institution must as a condition of employment repay the 
lump sum payment received for accrued vacation and sick leave.
REASON (Other)--signature not required:
EFFECTIVE DATE:
.
PLEASE NOTE: The department is responsible for insuring the return of all University property and equipment, including but not limited to the following: 
office, computer, audiovisual, and other equipment; building, desk, file and electronic entry keys; copy, telephone, University charge and debit cards;
cellular phones and beepers; uniforms. Computer access codes and library privileges will automatically be terminated. However, employees retiring from 
University service will retain email and library privileges. If an employee has failed to return any University equipment, please notify Employee Records
immediately so that final payment can be delayed until such equipment has been returned.
ADMINISTRATIVE APPROVALS (As required by campus)
For HR use only:
______________ Copy to Benefits
______________ Copy to Payroll
DEPARTMENTAL EXIT CHECK LIST
FACULTY, ADMINISTRATIVE/PROFESSIONAL, AND CIVIL SERVICE STAFF
 
SOUTHERN  ILLINOIS UNIVERSITY CARBONDALE 
When a staff member terminates employment with SIUC, the Fiscal Officer must certify the return of all items listed below.  Check all items that apply to the terminating staff member.  If unable to retrieve all items, contact Payroll so that the final pay can be delayed until receipt of all items.  Payment is also dependent upon timely transmission of final pay information to Human Resources (Employee Records).  This procedure applies to all separating staff, including those on term or extra help appointments, layoff or permanent disability.
TELECOMMUNICATIONS
KEYS, ACCESS CARDS, AND KEY FOBS
ID AND CHARGE CARDS
REVOKE ACCESS TO RESOURCES
Use the following link to complete the
Use the following link to complete the
Use the following link to complete the  
Use the following link to complete the                                                                                
Use the following link to complete the  
Email to Banner to Request Access to Banner be revoked
Each department shall determine access rights to departmental resources.  Access to University computer resources are managed 
  automatically upon separation.  
I certify that I will return all university property by my last day of employment listed above. 
EQUIPMENT
Dept. Use Only
(Additional forms may be required to revoke access.)
 mailto:banner@siu.edu 
As the Fiscal Officer, I understand that I am responsible for the return of all items listed above.
*NOTE: If the employee has been receiving a Communication Allowance, the department must revoke immediately by completing the bottom 
Discontinuance Section of the                                                            form, and submitting it directly to the Payroll Office.
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NOTE: Employees who separate from SIU Carbondale will retain access to their @ siu.edu email based on the needs of the University. To request 
removal or transfer of an e-mail address, contact security@siu.edu.  Retirees retain access to their @ siu.edu e-mail indefinitely.
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