	EXIT FORM
Submitted by:       
Requested Due Date:       
For employees leaving the college. Form must be authorized by a supervisor and submitted to the MCC Technology Help Desk (ma-helpdesk@mcc.commnet.edu) at least two weeks in advance of requested due date.

	Person Identification:
Banner ID
     
Legal Name

Last:      
First      
MI      
Division (i.e., Student Affairs, 

Academic Affairs, …)
     
Academic Division/Department, if Applicable  (i.e., Liberal Arts, Payroll, …)
     
SubDepartment
(i.e., English, Math, Respiratory Care, …)
     
Official Title
     
Room Location (including wing letter)
     
Mail Stop #
     
Last Date of Employment
     
Position’s Supervisor Name
     


	Systems Needs:  (Network and email accounts are typically disabled when an employee exits.)
Email contents:  

 FORMCHECKBOX 
Delete   FORMCHECKBOX 
Transfer to:
     
“My Documents” contents:  

 FORMCHECKBOX 
Delete    FORMCHECKBOX 
Transfer to:    
     
Other Considerations:

     


	Phone Needs: (Long distance and voicemail PIN’s are typically disabled when an employee exits.)
Forward phone extension:  

 FORMCHECKBOX 
Delete   FORMCHECKBOX 
Forward to:
     
Forward new voicemail messages:  

 FORMCHECKBOX 
Delete   FORMCHECKBOX 
Forward to:
     
Other considerations:

     


	Computer Needs: (If employee has MCC owned equipment such as a laptop, cell phone, PDA, or other items, they should be promptly returned to the immediate supervisor.)
PC name from label (starts with maW, etc.):
     
PC serial number from below barcode on label:
     
Computer model:

     
Current computer location:

     
 FORMCHECKBOX 
Erase PC   FORMCHECKBOX 
Make contents accessible to:
     
Other considerations:

     


	If exiting employee has any special software installed, should it be transferred to someone else:   FORMCHECKBOX 
Yes   FORMCHECKBOX 
No  List details here: 

Standard  PCSoftware:  Acrobat Reader, Apple Quicktime, Communite, Java Runtime Environment, Shockwave, Flash, Microsoft .NET Framework, FrontPage, Java Virtual Machine, Office, Oracle JInitiator, RealPlayer, Visio Plug-in, Windows Media Player, VirusScan.

	FOR IT USE

	Network Account Name
	     
	Phone Extension
	     

	E-Mail Address
	     
	Long Distance PIN
	     

	Received Date
	     
	Received By
	     

	Service Call #
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