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In accordance with JMU Policy 1314-Transfer or Separation from Employment, and to ensure proper security is maintained, supervisors are responsible for notifying various departments and for collecting university property when an employee separates or transfers from/within the university. Questions? Contact Benefits 540-568-3593
Supervisor signs, dates and retains checklist in departmental file. 
	Employee’s Name
	     

	S = Separations, T = Transfers

	Collect/Complete
	
	Action Taken
	Complete
	N/A

	JACard
	S

T
	Supervisor shreds, cuts or otherwise destroys

Supervisor sends employee to Card Services to update
	
	

	Parking Permits
	S


T
	Supervisor collects permit and sends to Parking Services, MSC 1301

Supervisor notifies parkingquestions@jmu.edu  
	
	

	Keys 

(bldg./office complex)
	S/T
	Supervisor must ensure employee is issued or returns key to the Lockshop. Supervisor notifies Lockshop Office 568-6796, fmlockshop@jmu.edu
	
	

	Keys

(desk, file cabinets)
	S/T
	Supervisor issues or retains in department
	
	

	Uniforms
	S/T
	Supervisor issues or retains in department

	
	

	Gas Card/Gate Card 
(FM only)
	S/T
	Supervisor issues or retains in department
	
	

	Travel Card
	S/T
	Supervisor issues or retains and notifies Accounts Payable 568-7396, spcc@jmu.edu 
	
	

	Small Purchase Card
	S/T
	Supervisor issues or retains and notifies Accounts Payable 568-7396, spcc@jmu.edu 
	
	

	Electronic Equipment
	S/T
	Supervisor issues or retains in department
	
	

	Complete an Interim Evaluation
	T
	For Classified Employees Only See section 6.2.4 of Policy 1314 
	
	

	Instructional Faculty Grade Books
	T
S
	Retain in academic unit
Academic unit heads shall obtain grade books in accordance with Faculty Handbook section III.A.2.b.(15)
	
	

	Change Address for forwarding W-2
	S
	Employee does one of the following: update mailing address in MyMadison, send a fax to Payroll Services 568-2946, e-mail Payroll-Operations@jmu.edu, or visit JMU’s Payroll Office
	
	

	Central Systems Access
	S/T
	Deactivate/Activate Central Systems access (e.g., Student, HR and/or Finance), network file storage access; Exchange distribution groups, resources, shared departmental mailboxes and calendar access.
Submit a request for each system.
	
	

	Residence Life
	S/T
	Notify Office of Residence Life 
568-5042, busops@jmu.edu
	
	

	Building Coordinator
	S/T
	Notify building coordinator for office occupant dates
	
	

	University Advancement
	S/T
	Notify University Advancement 

568-5042, uaqa@jmu.edu
	
	

	Department  (other)
	


Signature:  
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