
EMPLOYEE TRANSFER CHECKLIST  Page 1 Completed by Employee 

Employee Information: 

Employee’s Name:  _____________________________ 
Employee’s Banner ID: __________________________ 
Separation Date: _______________________________ 

Supervisor’s Name: ____________________________ 
Department: _________________________________ 
Division:  ____________________________________ 

As the employee, have you returned to your 
supervisor or department representative: 

Employee’s 
Initials & Date 

Supervisor’s 
Initials & Date 

Letter of resignation?   Yes   N/A 

Approved/signed timecard?   Yes   N/A 

All university property? (Keys, laptop, cell phone, etc.)   Yes   N/A 

All university-related documents regarding current projects?   Yes   N/A 

ProCard? (Complete the ProCard Account Maintenance form 
and shred the card)   Yes   N/A 

Cancellation of authority forms with Financial Services and 
audit/transfer of petty cash?   Yes   N/A 

Have you also: 

Scheduled a transfer interview/conference? 
• SHRA, CSS, DMSS, & EHRA Non-Faculty
o Rebecca Burbage: burbager22@ecu.edu

• EHRA Faculty
o Academic Affairs, Leigh Boyd: boydle18@ecu.edu
o Office for Equity & Diversity: OED_EDU@ecu.edu

• BSOM EHRA Faculty
o Office of Faculty Development: facdevsom@ecu.edu

  Yes        N/A 

https://powerforms.docusign.net/de2feacb-402a-4d63-b02a-1ca9396aab62?env=na2&acct=5717445d-aaa1-4ecf-a8d1-eef9eeea1507&accountId=5717445d-aaa1-4ecf-a8d1-eef9eeea1507
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EMPLOYEE TRANSFER CHECKLIST     Page 2 Completed by Supervisor 

Employee Information: 

Employee’s Name:  _____________________________ 
Employee’s Banner ID: __________________________ 
Separation Date: _______________________________ 

Supervisor’s Name: ____________________________ 
Department: _________________________________ 
Division:  ____________________________________ 

As the supervisor, have you: Supervisor’s 
Initials & Date: 

Accepted the employee’s resignation in writing?   Yes   N/A 

Approved/signed the employee’s timecard (Kronos) or leave record?  
(Forward paper timesheets/leave records to the employee’s new department)   Yes   N/A 

Obtained the employee’s university-related emails, files, or documents 
regarding current projects in the department?   Yes   N/A 

Collected all university property from the employee and signed the Property 
Assignment Form? (Keys, iPad, laptop, uniforms, etc.)   Yes   N/A 

Cancelled the employee’s security and building access codes?  
(Email 1card@ecu.edu and include the employee’s name and Banner ID)   Yes  N/A 

Removed the employee’s user access to department resources? 
(Microsoft Teams, PirateDrive, social media, etc.)   Yes   N/A 

Completed the employee’s transfer evaluation? (Optional) 
(Email employeerelations@ecu.edu with questions)   Yes   N/A 

Advised the employee to contact the appropriate campus office to schedule a 
transfer interview?    Yes   N/A 

Reviewed the UNC System Records Retention Schedule for the appropriate 
disposition of all paper and digital files in your possession?  
(Email recordsmanagement@ecu.edu with questions)  

  Yes   N/A 

Submitted a ticket to revoke the employee’s Banner Security Access?   Yes   N/A 

Submitted a ticket to terminate the employee’s Privileged Account Access?   Yes   N/A 

Forwarded the transfer checklist and all attachments? 
• SHRA, CSS, DMSS, & EHRA Non-Faculty: employeerelations@ecu.edu
• EHRA Faculty: email to division office

  Yes   N/A 

mailto:1card@ecu.edu
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