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Return of University Property
on Ceasing Employment Checklist







Employees ceasing employment must return all University property prior to ceasing employment.
This checklist should be completed by the last day of duty. The employee’s supervisor must sign this form after ensuring that all property is returned and necessary actions taken before emailing this completed form to salaries@cdu.edu.au

	Employee Details

	
	
	
	
	

	Employee name
	[bookmark: Text91]     
	
	Employee ID no.
	[bookmark: Text94]     

	Position title 
	[bookmark: Text93]     
	
	College/Division 
	[bookmark: Text95]     

	Date of departure 
	[bookmark: Text92]     
	
	Supervisor name
	[bookmark: Text96]     



[bookmark: _Hlk521939685]Yes	N/A	Keys and Cards					Yes	N/A	University Equipment
☐	☐	Building access					☐	☐	Computer hardware
☐	☐	Internal access					☐	☐	Computer Software
☐	☐	Filing cabinets/cupboards				☐	☐	Computer software (from home)
☐	☐	Vehicle keys					☐	☐	Computer manuals
☐	☐	Staff ID / Library cards				☐	☐	Mobile phones/pagers
☐	☐	Corporate Mastercard (return to Procurement)		☐	☐	Workshop equipment/tools
☐	☐	Fuel cards					☐	☐	Audio/visual equipment
☐	☐	Other (specify)					☐	☐	Other (specify)

Yes	N/A	Petty Cash	
☐	☐	Cash Float Handover/Takeover Certificate	

Yes	N/A	Academic Staff
☐	☐	Student tests, grades etc. submitted
☐	☐	All Class Rolls/Books completed and returned to HoS/Dean
☐	☐	Textbooks and other classroom materials returned
☐	☐	All student assessments/assignments completed and returned to Faculty Student Unit
☐	☐	Research staff and research support staff have notified ORI of their departure and completed ORI checklist

Yes	N/A	Library
☐	☐	Library books returned

Please Note: 	•The correct forwarding address is required for issue of your taxation return payment summary. Please update 
through StaffOnline or in writing to OPC as necessary.
•It is your responsibility to advise your superannuation fund of your change of address.
•Returned items to be handed over to employee’s Supervisor, not Office of People & Capability.

	Employee
	Supervisor



I declare that I have returned all university property and have	I confirm that ____________________________ has complied 
Requested that my access to University computer networks and 	with the above requirements.
phone services be withdrawn.

Employee Signature:						Supervisors Signature:
Date:							Date:
[bookmark: _GoBack]Please submit completed form to salaries@cdu.edu.au for processing.
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