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RANDOLPH

COMMUNITY COLLEGE



                                             RANDOLPH COMMUNITY COLLEGE

PART-TIME EMPLOYEE EXIT CHECKLIST
EMPLOYEE NAME ________________________________________________________

TITLE __________________________________________________________________

TERMINATION DATE _____________________________________________________
____________ Notification of Termination generated/received by Supervisor
____________ Send notification to the following people
                            ________ Area Vice President                             ________ Business Office Director and Payroll

              ________ Matthew Needham 

    ________ Human Resources


________  IT 

___________  Collect any keys and return to Matthew

Supervisor Signature








Date

Upon Completion of Checklist, please return to Payroll or HR
