= ST.OLAF DeparTURE CHECKLIST

BEFORE THE DerarTURE DATE

[ Exit Interview (Staff - Sarah Gorman; Faculty - Provost will contact, if applicable)

[] Contact Information Updated

e (ontact Information

e Address Change

e External and Internal Contacts
e Phone

(] Pay and Vacation

e Paycheck

e Unused Vacation Time/PTO (Staff only)
e Ole Dollars
[ ]

Oracle (including expenses)
[] Student Employment
e Reach out to Nicole Taynton, Student Employment Coordinator

[] Benefits

[] Return these items to the College

Keys

IT Equipment

Credit Card and Department Charge Card
Parking Permit

Ole Card

[ Information Technology

Password

Email Access

Retiree Email Alias

Google Drive: Transferring Ownership of Files
Google Groups (formerly email aliases/mailing lists)
Google Migration

H-Drive

WordPress Sites

[] Library, Tostrud, and Theater Tickets

e Library
e Tostrud Athletic Facilities
e Theater Tickets
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