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For your convenience, this checklist contains some general administrative items that usually require attention when an
employee leaves the workplace (i.e. through retirement, moving to another Ministry, or leaving the public service). Please be
sure to customize this checklist to suit your Ministry’s specific needs.

A. ADVANCES/CREDIT CARD CHECK LIST - Supervisor: Identify applicable items and notify Accounts
of any outstanding advances.

Yes No
Temporary Travel Advance $ |:| |:|Bank of Montreal Corporate Travel Card
Relocation Assistance $ |:| |:|Bank of Montreal Purchasing Card
Petty Cash Advance $ |:| |:|Bank of Montreal Business Transaction Account
Education Advance $ |:| |:|BC Ferries Travel Card
Other - specify: $ |:| |:|Other - specify:

e

B. MINISTRY PROPERTY ACCESS CHECK LIST - Supervisor: Indicate which items have been issued
and returned.

ISSUED RETURNED
Yes No

Annual Bus Pass I:I I:I

(must be returned to Payroll Office)

Keys (to building, desk, bike facilities, etc.) 1]
Building Access Card I:I I:I
Ministry I.D. Card [I [I

Taxi Credit Card/ Voucher book I:I I:I

Mobile Communication Device (e.g. Blackberry, |:| |:|
Cell phone, Pager)

Mobile IT Device (e.g. Laptop, USB Keys, iPad) |:| |:|

Library books I:I |:|
Parking Pass |:| |:|
Tools I:I |:|

Office equipment at home (Modem, Ministry provided |:| |:|
phone line, Computer, Fax, Printer, Software)

Other - specify: |:| |:|
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C. COMPUTER SYSTEMS ACCESS CHECK LIST - Supervisor: Identify systems the employee currently

YYYY/ MM/ DD
EFFECTIVE DATE TO
DELETE USER ACCESS

SYSTEM NAME
EMAIL

has access to, provide user IDs and effective date to
delete user access. Notify Shared Services BC
(SSBC) to terminate access to the following.

YYYY/ MM/ DD
DATE WTS
NOTIFIED

|:|Span Dial/ VPN/ DTS

IDIR

|:| Blackberry Access

CAS

|:|Other Systems (e.g. Ministry systems,

Offsite Records Access

SharePoint sites, Privileged accounts)

Offsite Records Returned

(e.g. Government intellectual property, Client information)

MVS

OO oo

PeopleSoft

D. ADDITIONAL ITEMS

ISSUED

oo ondn

RETURNED
Yes No

L0
L0
L0
L0
L0
L0
L0
L0
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