Personnel Exit Form

	Exit Date:
	     

	Personnel Information: (All personnel complete this form, except those working fewer than ten days).

	Z Number:      
	Name (Last, First MI):      

	Work Status:     FORMCHECKBOX 
  Terminating      FORMCHECKBOX 
  Transferring from RRES-ECR     FORMCHECKBOX 
  Casual

	Computer Support:  (This section does not apply to personnel working fewer than ten days).  Contact Information Management to schedule checkout.

	Configure Computer/User Account


 FORMCHECKBOX 
 Remove User from RRES WIN Groups
 FORMCHECKBOX 
 Remove User Folder
 FORMCHECKBOX 
 Remove Public Share Account


 FORMCHECKBOX 
 Other Folders
	Transfer Computer Property #:                       
to      

Transfer Printer Property #:                         
to      

  FORMCHECKBOX 
  Email RRES-Property@lanl.gov with updated Property Information.

  FORMCHECKBOX 
 Transfer Software License(s) to Team Leader

  FORMCHECKBOX 
  Remove Computer from RRES-RS OU

  FORMCHECKBOX 
  Remove User account from RRES-RS OU

	Computer Support Signature: 
	Date:      

	Records Management:  (All employees complete this section).  Contact RPF at 665-6497 to schedule appointment.

	 FORMCHECKBOX 
  Records transferred to new custodian.  Name of Contact:       

Date:      



 FORMCHECKBOX 
  Records Transferred to RPF upon exit:  Name:      
Date:      
 

 FORMCHECKBOX 
  Destruction of Records/Removal (See RPF for process.)  Initials:  
Date:       



Note:  All RRES-RS/ECR records created and received in the normal course of business at LANL are the property of the U.S. Government.  Do not consider these records as personal property.  Refer to LIR 308-00-02.0, Section 5.0.

	UC Contact:

	 FORMCHECKBOX 
Collect Pager     FORMCHECKBOX 
Cellular     FORMCHECKBOX 
 Laptop (if applicable)     FORMCHECKBOX 
 Collect Visa Card     FORMCHECKBOX 
  Disconnect existing Phone Line     FORMCHECKBOX 
  Transfer existing line to:       

Other Items:      


	UC Contact Signature:
	Date:

	Project Office Use Only:  (This section applies only to personnel assigned an office in the Pueblo Complex).

	Collect Keys:
 FORMCHECKBOX 
 EER-1    FORMCHECKBOX 
 EER-2
 FORMCHECKBOX 
 EER-3    FORMCHECKBOX 
 Other      

	 FORMCHECKBOX 
 Cancel Voice Mail (Call 665-8800)
 FORMCHECKBOX 
 Collect Calling Card
 FORMCHECKBOX 
 Remove Mail Slot
	 FORMCHECKBOX 
 Inactivate ECR People Database
 FORMCHECKBOX 
 Terminate Record on EIS Database
 FORMCHECKBOX 
 Update Organization Chart

	 FORMCHECKBOX 
 Copy sent to RPF         


 FORMCHECKBOX 
 Copy sent to Property Admin.          

 FORMCHECKBOX 
 Copy sent to Training Specialist          
 FORMCHECKBOX 
 Copy sent to Budget Analyst



(Return to the Project Office when complete.)








