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BERKELEY LAB

Lawrence Berkeley National Laboratory




Lawrence Berkeley National Laboratory

Termination Checkout Sheet

	Employee:
	
	Division/

Dept:
	
	Supervisor:


	



	Completed by HR Center.  Repayments owed to Lab: 

Tuition Advance (check Smartsheet on HR website/Tuition Assistance)    Yes (voluntary termination during quarter/semester)     FORMCHECKBOX 
  No   FORMCHECKBOX 

Hire Bonus (check ePAF history)          Yes (voluntary termination with less than 1 year active service (LOA does not count))     FORMCHECKBOX 
  No   FORMCHECKBOX 

Relocation (check offer letter)             Yes (voluntary termination with less than 1 year active service (LOA does not count))      FORMCHECKBOX 
  No   FORMCHECKBOX 

Retention Bonus (check ePAF history)      Yes (per the conditions for repayment on the employee’s retention bonus letter)      FORMCHECKBOX 
  No   FORMCHECKBOX 

If any “Yes”, notify Payroll via comment on ePAF what funds needs to be collected and attach hire bonus, relocation, retention bonus repayment agreement and/or Tuition Advance Promissory Note. 
GSRA Fee Remission Authorization.

GSRA employee  Yes  FORMCHECKBOX 
 No  FORMCHECKBOX 
     If yes, date fee authorization was cancelled ______ No terminated during summer  FORMCHECKBOX 



Step 1: It is the responsibility of the supervisor to meet with the terminating employee and ensure the appropriate transfer and/or return of the following items prior to the terminating employee’s Exit Appointment with HR.  It is encouraged that the supervisor conducts a walk-through of the terminating employee’s work/lab space(s) while completing this checkout sheet. 
Contacts and Resources are provided if you have questions.

	Items
	Completed
	Contacts and Resources

	
	Yes
	No
	N/A
	

	LBNL equipment and property with a DOE barcode are turned-in or transferred and cleared?
	
	
	
	Division Property Representative.  Obtain the Sunflower property list to review from https://ams.lbl.gov:7778/snflwr_lbnl/reports.html

	Lab space, samples, and non-barcoded equipment, property and responsibilities are transferred and cleared?
	
	
	
	Division Safety Coordinator and Division Property Representative

	Precious metals and controlled substances are transferred and cleared?
	
	
	
	Division Property Representative and 

Carol Earls, x6960

	Dosimeter returned to Dosimeter Office?
	
	
	
	EH&S Dosimeter Office, x7497

	Chemical inventory ownership is transferred and cleared?
	
	
	
	Division Safety Coordinator and EH&S Industrial Hygiene.  Obtain and review list from https://cms.lbl.gov/jsp/login.jsp 

	Radioactive source responsibility is transferred and cleared, and survey responsibility instrumentation returned or transferred?
	
	
	
	Division Safety Coordinator and EH&S Radiation Protection Group (RPG)

	Hazardous, radioactive, and mixed waste responsibility are transferred and cleared?
	
	
	
	Division Safety Coordinator and EH&S Waste Management Group

	Termination Medical Exam
	
	
	
	Verbal offer of the termination medical exam – A medical exam for terminating employees is available through Health Services.  Call Health Services to book an appointment, x6266.

	Research notebooks and any other proprietary information, materials and records given to supervisor? 
	
	
	
	

	Ownership of documents and files with the Archives and Records Office is transferred and cleared?
	
	
	
	Archive and Records Office

https://commons.lbl.gov/display/aro/Archives+and+Records 

	Computer/database login, passwords and system access given to supervisor?
	
	
	
	

	Mobile Phone, Calling Card, Pager returned to Telephone Services?
	
	
	
	Telephone Services, MS#50E0101
tsc@lbl.gov

	LBNL Keys – All keys returned to the Facilities Lock Shop or transferred?
	
	
	
	Facilities Lock Shop, x7668   MS#76R0222
https://isswprod.lbl.gov/Lockshop/general/home.aspx

	Travel reimbursements completed? 
	
	
	
	Travel Office 
http://travel.lbl.gov/staff_contacts.html

	Corporate Credit Card (VISA) – account closed and card destroyed? 
	
	
	
	Travel Office 
http://travel.lbl.gov/related_resources/creditcard.html

	LBNL library books returned?
	
	
	
	LBNL Library

	UC Library card & books returned?
	
	
	
	Contact the appropriate campus library.

	For Supervisor Position – Direct reports have been reassigned to a new supervisor?
	
	
	
	Division Department Head/Group Leader or Division Director

	For Building Emergency Team or Emergency Operations Center (EOC) member - radio, hard hat, etc. returned to the team leader?
	
	
	
	Division Safety Coordinator and EH&S Emergency Preparedness 

	Notes: 




The above items have been reviewed, discussed, returned and/or transferred as appropriate.  
	Employee Signature:
	
	Date:
	

	Supervisor Signature:
	
	Date:
	


Step 2: 
Complete the LBNL Online Exit Survey


Send the Termination Medical Questionnaire Form to Health Services - MS#26R0143
Step 3: Bring the following items to your exit appointment with HR:

· Contact Information Sheet

· Laboratory ID Badge

· Parking Permit 

· Termination Checkout Sheet – with employee’s and supervisor’s signatures
	Exit Appointment
Date and Time:
	
	Location:
	
	HR Rep:
	

	Completed by HR Center. 

Final Pay check distribution:  Exit Appointment  ____  Mail  _____   Direct Deposit ______
Additional Information:
HR Center Signature:

Date:
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