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Arkansas School for Mathematics, Sciences, and the Arts

Termination Clearance Form


Name _______________________________
               ID# ___________________________

Title ________________________________
               Department ____________________

Termination Date _________________

Please choose the following options for leave balances:



I am transferring to another state agency.  Please transfer my leave time to my new employment Name of Agency ____________________________________________


Donate sick leave to Catastrophic Leave Bank (complete additional form) – sick leave is not paid  

            out at termination. The Cat Bank is donated leave for employees that have a catastrophic illness.   

            The decision is made by a committee once supplied with request and documentation of illness. 


Payout Vacation Leave on final check (12 month employees only)
Current/Forwarding Mailing Address:  

(This address will be used to forward your W-2)           ____________________________________street address





                       ____________________________________city, state, zip 

                                                                       ____________________________________home phone 






           ____________________________________ cell phone

                                                                       ____________________________________ email address

The final and/or vacation paycheck will be direct deposited to employee’s account or mailed to the current/forwarding address above only after all check points listed below have been cleared.  Once the employee has completed the separation clearance process and the paychecks have been distributed, this clearance form will placed in the employees personnel file.  Please return this form and your ID badge to Human Resources.
Library __________________________
                     Supervisor _____________________________
(books)


            (keys/equipment)

Receptionist _______________________                         Senior Administrator _____________________

(phone bill/credit cards)




             

Finance ___________________________
Technology _____________________________    (gas or credit cards)
(computer/IT equipment)
Cafeteria ___________________________



(meal charges)

Cleared for Final Paycheck:     Payroll/HR __________________________

 
                              (cleared & ID Badge returned)



   07/26/11-lj


