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SEPARATING EMPLOYEE CLEARANCE FORM
HOUSING & DINING SERVICES
Includes employees on leave of absence without pay for 6 months or 1 semester
This form is NOT for continuing FERP or Staff/Faculty reappointed to the same position
Employee's Name
Separation/Leave of Absence Date  
HSU Employee ID#
Non-HSU Phone
Department
Position
INSTRUCTIONS
Please complete either Section A or Section B of Step 1, then complete Steps 2 and 3 on next page.
Note: If completing Section B, you should call Facilities Management 24 hours in advance.
STEP 1
SECTION A
To be completed by the DEPARTMENT CHAIR or DIRECTOR only in cases where no property has been issued or debt incurred.
Signature certifies that no debt has been incurred or property issued to the employee, and the Department accepts financial responsibility for any lost items.
If items have been issued to the employee (e.g., HSU ID card, keys, library books, media equipment, etc.), do not use this section.
Signature
Date
- OR -
SECTION B
CALL
To be completed by EMPLOYEE, DEPARTMENT COORDINATOR or CHAIR/DIRECTOR
Call each department listed below for clearance/information.
Your Department    
Return: Equipment (if applicable)
Person Contacted/Verified by
Complete: Final Absence Report
Date Contacted
Confirmation #
Information Technology Services
Complete: Online Exiting Employee Form (its.humboldt.edu/exit)
Date Exit Form Completed
Return: All media/tech equipment to GH221 (if applicable)
Person Contacted/Verified by
Or Call: x4200 for verification that no equipment is checked out
Date Contacted
Human Resources: x3626 M-F (8am-5pm)
Discuss: Retirement contribution (if applicable)
Person Contacted/Verified by
Return: Training materials/*Address change
Date Contacted
*If your address changes, we will need an EAR to ensure delivery of W-2.
Housing Cashier Office x5510 M-F (8am-5pm) - Call 24 hours in advance
Verify: Issued University keys
Person Contacted/Verified by
Date Contacted
Completed by
Name
Signature
Date
WALK
To be completed by EMPLOYEE
You must obtain clearance by walking this form to the below locations.
Housing Cashier Office x5510 M-F (8am-5pm) - Call 24 hours in advance
Return: All University keys
Authorized Signature
Date Contacted
Library: Circulation Desk x3431 M-F (9am-9pm)
Return: HSU ID Card
Authorized Signature
Date Contacted
continue on next page u
STEP 2
PAYROLL DEPARTURE INFORMATION
Employee's Name
Non-HSU Phone
DESTINATION  – Please check one option to indicate your intended destination upon leaving H.S.U. 
*Name of Institution
Campus Location - City and State
DISPOSITION OF FINAL PAY WARRANT
Street Address
City
State
Zip
Signature  
Date
STEP 3
Deliver this form to Financial Services: x3512, SBS 345 (8am-5pm)
Return: Parking decal/permit, American Express Card, ProCard Credit Card.
Clear outstanding financial obligations: Accounts Receivable, Travel Advance/Claims, Salary Advance, Moving Expense Reimbursement.
To be completed by Financial Services
Date Received
Financial Services Authorized Signature
Date Approved
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